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Unknown 

From: Governor Sarah Palin (GOV sponsored) [govemor@alaska.gov] 

Sent: Thursday, February 07, 2008 1:25 PM 

To: Lelghow; Sharon W (GOV) 

Subject: FW: guestion for the Topeka Capltal-Journal, KS 



From: Osborne, Anne [mailto:anne.osborne@cjontine.com] 
Sent: Thursday, February 07, 2008 1:20 PM 
To: Governor Sarah Patin (GOV sponsored) 
Subject: questton for the Topeka Capital-Journal, KS 

Hi Governor Palin, 

l'm a reporter with the Topeka Capltal-Journal in KS. Just for fun, l'm working on an article posing 
the question of what Bill Clinton will be titled If his wife is elected presldent. Up till now it's been "First 
Lady," but what will the guy in the equation be called if the president is a woman? To bring it down to 
earth a bit more, l'm contacting some giri govemors to find out what thelr husbands are offictally called. 
Of course, we have a female governor here in KS, and her husband has adopted the title of "First Dude." 
What does your spouse like to be known as? Just for a good time, and thanks very much! 
Anne 
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Unknown 

From: Marcia Amik imamik@avcp.org] 
Sent: Thursday, February 07, 2008 4:56 PM 
To: Heuer; Susan C (DOA) 

Cc: Lyman Hoffman@legis.state.ak; Mary Nelson@legis.state.ak; Palin; Sarah H (GOV); Parnell; Sean R 
(GOV)fMcBride; Rhonda (GOV) 

Subject:SWV 

Dear Ms. Heuer, 

1 understand you are taking cominents to address the raove of the SW V position to Wasilla from Bethel. 
Please take the following concern. 
To Whom it may Concern, 

It was a great disappointment to learn of the decision to move the SW V position from Bethel to Wasilla. 
The Bethel OCS office already has a horrendous tum over rate and to take away a key position of the few 
remaining workers is totally unrealistic. 

With that position gone, the Tribes are going to have to work with the already overtmrdened staff to consult 
with. The Tribes need that position as much as OCS does. 

Our Communications with the Bethel OCS is not the greatest and to go beyond the region poses even more 
challenges. The location of that position will not be strategically sound«speciaIly with the ever growmg cases 
we have in the region. With that position we have been able to find ways to create a better working relationship 
for all parties and to take it away will be a step backwards. 

lf this plea to reverse the decision falls on deaf ears at least PUT SOMEONE IN THAT POSITION WHO 
KNOWSANDHAS A LOT OF KNOWLEDGEABOUT THE PEOPLE AND THE AREA. NOTONLY 
THAT, SOMEONE WHO WILL CONTINUE TO STRENGTHEN THE PARTNERSHIP THAT WE HAVE 
BUILT OVER THE Y EARS. 
Quyana for your time. 

Marcia Amik. 
P.O.Box219 

Bethel, Alaska 99559 
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Unknown 

From: Governor Sarah Palin (GOV sponsored) [governor@alaska.gov] 
Sent: Thursday, February 07, 2008 11:00 AM 
To; Smlth; Lynne M (GOV) 

Subject: FW; Chamber/Americas new travel page: Now let us give you something! 
www.ytbfravel.com/amerlcaschamber! 



From: gll@chamberoftheamericas.com [mailto:gil@chamberoftheamericas.corn] 
Sent: Thursday, February 07, 2008 10:37 AM 
To: gil@chamberoftheamericas.com 

Subject: Chamber/Americas new travel page: Now let us glve you something) 
www.ytbtravel.corn/amer1caschamber! 



Dear Fellow COTA Supporter: 

I want to thank you for your passlon for Chamber of the Americas... 

Over the years youVe supported COTA wlth your voice, your energy and your dollars. 
Now, we're proud to say, it's time to give you something back! 

Chamber of the Americas has a new membership service that actually puts the "fun" in 
fundraising...and it won't cost you a penny. I know youVe heard that one before. But, 
this time it's true! 

Chamber of the Americas now has Its 
own travel website at www.vtbtravel.com/amerlcaschamber l 

This new service is Hke having our own Expedia® just for COTA supporters and 
friendsl Everythlng you need is right here. You get access to the same airllnes, hotels 
and rental car companies, cruises and vacation packages you find on all the other 
major travel websites, and, best of all. . . 

you get some of the lowest 
travel prices on the internet! 

Getting great travel prices for you is fantastic, right? But, how is this going to help 
raise funds for COTA? 

Here's How it Works - if you don't know, every time you use a travel website Uke 
Expedia<B>, the travel companies pay BIS commissions for your reservation, 

Well, now when you book travel on our website, Chamber of the Americas wlll 
get a whopping 40% of those commissions! 

Any way you look at it, this is a win-win situation. You get great travel rates and you 
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help funnel dollars from the travel companies into Chamber of the Amerfcas to advance our 
cause. With your help and other COTA supporters like you... 

we can raise THOUSANDS of dollars 
for Chamber of the Amerlcas to help support our causel 

I know you might have a slight case of "cabin fever," as a result, you are in the mJddle of 
plannfng a winter vacation or maybe looklng ahead to plan travel for the Sprlng. Why not 
take the travel webslte for a "test drive" right now? I'm sure you'U like what you find and it 
would be a great way for us to klck off this new service. 

Try out our new websfte at: 
www.vtbtravel.com/americaschamber 

Use our new travel website and while you are flying to some exotic locale, you'U know you 
are supporttng Chamber of the Amerlcas! It's that simple! 

Oh, and one more thtng, olease bookmark our new websfte. That way you'U be able to use 
it anytime you need travel. 

Thanks for your commitment to Chamber of the Amerlcas and for trying out our travel 
service at www.vtbtravel.com/americaschamber . 



Gllberto (GfJ) Clsneros 

PresIdenVCEO 

Chamber of the Amerlcas 

720 Kipllng, Sutte 13 

Denver, Colorado, 80215. USA 

Tel: 303.462.1275 

Fax: 303.462.1560 

Cel: 720.309.7686 

gll@chamberoftheamerica8.com 

VAVw.chamberoftheamericas.com 

Support Chamber/Americas Foundation mission with a tax deductible donation! 
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Unknown 



From: 

Sent: 

fo: 

Subject: 



gov.sarah@yahoo.com 

Thursday, February 07, 2008 8:28 PM 

Lelghow; Sharon W (GOV) 

Re: Christina Grande Channel 13 



Amen sister 

Sent from my BlackBerry® device from Cellular One 
Original Message 

Prom: "Leighow, Sharon W (GOV) " < sharon. leighow«alaska.gov> 

Date: Thu, 07 Feb 2008 20:13:08 

To : gov . sarah«yahoo . com 

Subject: Re: Christina Grande Channel 13 

Really weird- i sent that around noon. I thought bill's atory was f air- personally I 
think thia whole issue has been blown way out of whackl 

_ Original Mesaage 

From: gov . sarah«yahoo . com <gov.saraharyahoo.com> 

To: Leighow, Sharon W (GOV) 

Cc: Mason, Janice L (GOV) 

Sent: Thu Feb 07 20:00:04 2008 

Subject: Re: Christina Grande Channel 13 

Odd - this email just arrived. 

Hey, hopefully we'll have the other BOG name ready to announce toraorrow and we can ti 
down'the volume on the controversy. What did you think of Bill's coverage? 

Sent from my BlackBerry* device from Cellular One 
Original Message 

From: "Leighow, Sharon W (GOV) " <sharon.leighow@alaska.gov> 
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Date: Thu, 07 Feb 2008 11 s 37: 54 
To : gov . sarahOyahoo . com 

Cc:"Mason, Janice L (GOV)" <janice.mason«alaska.gov> 
Subject: ChriBtina Orande Channel 13 

Governor- 

Is it okay if Christina comee up shortly after Bill for a quick interview on BOG? 

Sharon Leighow 

Deputy Presa Secretary 

Deputy Communications Director 

(907» 269-7450 Anchorage 
(907) 465-4031 Juneau 
(907) 240-7943 cell 
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Unknown 



From: Palin, Sarah (GOV sponsored) [govpafin@alaska.gov] 

Sont: Thureday, February 07, 2008 8:28 PM 

To: Balash; Joseph R (GOV) 

Subject: Re: Thanksl 



Me too! 



Original Message 

From: Balash, joseph R (GOV) 
To: Palin, Sarah (GOV sponsored) 
Sent: Thu Feb 07 20:23:32 2008 
Subject: Re: Thanksl 

You kidding? i live for this stuff! 

--. — Original Message, 

From: Palin, Sarah (GOV sponsored) 
To: Balash, Joseph R (GOV) 
Sent: Thu Feb 07 19:56:53 2008 
Subject: Thanksl 

For hanging in there - I 'm watching. 
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Unknown 



Subject: 



Sent: 

To: 

Cc: 



From: 



gov.8arah@yahoo.com 

Thursday, February 07, 2008 7:00 PM 

Wheeler; Gary R (GOV) 

Mason; Janlce L (GOV); Cooper; George F (DPS) 
Re: Klng air broke 



Thanks - we're getting commercial flts in case it's not ready to go even for the rtn to 
Juneau on Sunday. 

Sent from my BlackBerry* device from Cellular One 
Original Message 

From: "Wheeler, Gary R (GOV) " <gary.wheeler®alaska.gov> 

Date: Thu, 07 Peb 2008 11:39:06 
To : gov . sarahdyahoo . com 

Cc: "Mason, Janice L (GOV)" <janice.mason«alaska.gov>, "Cooper, George F (DPS)" 
<george . cooper®alaska . gov> 

Subject: King air broke 

I just got off the phone with the aircraft sect. They advieed the king air developed 
landing gear problema today on a trip to kodiak. Their mechanics investigated and have 
contacted the parts manufacturer who advised not to fly until parta replacement. We are 
now trying to locate parta however its doutful this will be accomplished before next week. 

Gary wheeler 
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Unknown 



Subject: 



Sent; 

To: 

Cc: 



From: 



gov.sarah@yahoo.com 

Thursday, February 07, 2008 6:50 PM 

Bailey; Frank T (GOV) 

Nizich; Michael A (GOV); Tibbles; Michael A (GOV); Lelghow; Sharon W (GOV) 
Re: Resume & additional info 



Holy geez. Kind of walks on water, eh? 

Sent from my BlackBerry® device from Cellular One 

Original Message 

From: "Bailey, Frank T (GOV) " <frank,bailey®alaska.gov> 

Date: ThU, 07 Feb 2008 18:23:36 

To : gov . sarah@yahoo . com 

Subject: FW: Resume & additional info 

Oh yeah...Craig's former military too_..huge plus. 

Again don't feel like you need to read these-that' s my job to boil dovm the high points 
for you. I just need to gather the rest of Fairbanks Superior details for tomorrow' s 
iriterviews and theri I'll be able to jump back into this. 



From : Craig L . Fleener [mail to : chizhur®hotmail . com] 
Sent: Thursday, February 07, 2008 2:57 PM 
Tp: Bailey, Frank T (GOV) 
Subject: Resume & additional info 



Frank, 



I have attached a cover letter and my long-form resume. 
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Thanks , 
- Craig - 
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Unknown 



From: gov.sarah@yahoo.com 

Sent: Thursday, Febmary 07, 2008 6:23 PM 

To: Frank Bailey 

Cc: Nizich; Michael A (GOV); Tibbles; Michael A (GOV); Lelghow; Sharon W (GOV) 

Subject: Re: Bog 



Priviteged or Personal Material Redacted 



Sent from my BlackBerry* device from Cellular One 



Original Mesaage 

From: frank bailey <ftb907©yahoo.com> 



Date: Thu, 7 Feb 2008 19:21:49 
To : gov . earaheyahpo . com 

Cc:M Ni2ich <mike.nizichSalaska.gov>, Mike Tibbles <mike.tibbles®alaska.gov>, Sharon 
Leighow <sharon.leighow®alaska.gov> 

Subject: Re: Bog 



We've got feelers out all over on Craig Fleener. ]Privileged or Personal Material Redacted 



Privileged or Personal Material Redacted 



Still need a little more time for background but I 'm hoping to have something for you by 
late tomorrow night. 



I '11 boil it down to some high points for you, but he sent his resume and cover letter 
which I '11 have for you as well. 



F 



gov.sarahayahoo.com wrote: I thot Bill's report was fair, thankfully, on the 6pm news. 

How close are we to the fella you mentioned today, Frank? Did he apply, give me more info 
on hlm, does he really want the gig, he's from Ft Yukon - I know that. 
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Let me know. The sooner this is all resolved, the better. Thanks 
Sent from my BlackBerry® device from Cellular One 
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Unknown 



From: 

Sent: 

To: 

Subject: 



gov.sarah@yahoo.com 

Thursday, February 07, 2008 6:06 PM 

Colberg; Talis J (LAW); Leighow; Sharon W (GOV) 

Re: 2nd amendment 



Awe s oroe . Thanks 

Sent from my BlackBerry® device from Cellular One 
Original Message 

From: "Colberg, Talis J (LAW)" <talis.colberg®alaska.gov> 
Date: Thu, 07 Feb 2008 16:50:38 

To: "Leighow, Sharon W {GOV) " <sharon.leighow©alaska.gov> 
Cc : gov . sarahayahoo . com 
Subject : 2nd amendment 

Dear Ms. Leighow, 

The State of Texas has indicated it is fine we issue a limited press release 
regarding the 2nd Amendment Amicus. In light of that we suggest the following based on 
your earlier proposed statement: 



STATE OF ALASKA SIGNS TEXAS AMICUS BRIEF 



Governor Sarah Palin announced the State of Alaska will be joining the multi-state 
amicus brief authored by the State of Texas in support of the Second Amendment right of 
individual Americans to bear arms. On Tuesday, February 5, 2008 Alaska Attorney General 
Talis Colberg notified the Texas Attorney General Greg Abbott that Alaska would be joining 
the Texas multi-state brief. The Texas amicus brief in Washington DC v. Heller will be 
filed by February 11, 2008. 



Governor Palin, a lifelong NRA member, has long been a champion of the 
constitutional right to bear arms as well as a proponent of gun safety programs for 
Alaska '. s youth. 
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"I am proud to join the State of Texas in support of the Second Amendment , " eaid 
Governor Palin. "We need to send a strong message that law-abiding citizens have a right 
to own firearma, for their own personal protection or hunting or any other lawful 
purpose" . 



That should be fine. Talis 
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Unknown 



From: Pafin, Sarah (GOV sponsored) [govpalin@alaska.gov] 

Sent: Thursday, February 07, 2008 6:05 PM 

To: Mason; Janlce L (GOV); Irwin; Tom E (DNR) 

Subject: AGIA 



I need half hour with Tom tomorrow on AGIA. Thanks 
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Unknpwn 



From: gov.sarah@yahoo.com 

Sent: Thursday, February 07, 2008 4:14 PM 

To: Irw'n; Tom E (DNR) 

Subjoct: Re: Confidential AGIA 

Right on I '11 be ready. 

Sent from my BlackBerry® device from Cellular One 
Original Message 

From -. "Irwin, Tom E (DNR)" <tom.irwinfflalaska.gov> 
Date: Thu, 07 Feb 2008 15:18:39 

To:gov. earahfflyahoo.com, "Galvin, Patrick S (DOR) " <patrick.galvinflalaska.gov>, "Rutherford, 
Marty K (DNR) " <marty.rutherfordfflalaska.gov> 

Subject: Confidential AGIA 



Governor, is there any way to have a half hour of your time tomorrow to update you on 
AGIA and juat have an open discusaion about current iasues. We need it for ourselves and 
need your thoughta also. Thanks. Tom 
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Unknown 

From: gov.sarah@yahoo.com 
Sent: Thursday, February 07, 2008 1:57 PM 

To: Leighow; Sharon W (GOV) 

Subject: Bog 

Pls make sure Frank gets native appt Information to me, then bill, way before bill writes 
hie etory. Thanks 

Sent from my BlackBerry® device from Cellular One 
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Unknown 



Cc: 

Subject: 



Sont: 
To: 



From: 



Jackson, Karleen K (HSS) [/0=SOA/OU=FIRST ADMINISTRATIVE 

GROUP/CN=RECIPIENTS/CN=KKJACKSON] 

Thursday, February 07, 2008 1:53 PM 

'gov.sarah@yahoo.com'; Mason; Janlce L (GOV); McBride; Rhonda (GOV); Klm; Anna C 
(GOV) 

Nizteh; Mlchael A (GOV); Tibbles; Michael A (GOV) 
Re: Mt. Edgecumbe Suicide: Briefing 



I echo the Governor's comments, and grieve the loss of this young woman. However, we have 
made slow, steady progress this past year, and although we still have tons of work to do, 
as this aad case shows, there ia a glimmer of progresa because our suicide rating in the 
nation ia now #3 rather than #1, which it was for many years. 



Our support for communitiea and familes has also improved and we are working together 
acrosa agencies more effectively. 



Again, lots more to do, and even one suicide is a tragedy that touches all Alaakans. 
Thanks for helping ue address this. 



Original Message 

From : gov . sarahayahoo . cotn <gov . sarahSyahoo . com> 

To: Mason, Janice L (GOV); McBride, Rhonda (GOV); Jackson, Karleen K (HSS); Kim, Anna c 
(GOV) 

Cc: Nizich, Michael A. (GOV) ; Tibbles, Michael A (GOV) 
Sent: Thu Feb 07 13:42:02 2008 

Subject: Re: Mt. Edgecumbe Suicide: Briefing 

Rhonda- thank you for the meseage. We're working on the letters. This ia so tragic. We've 
beefed up our Suicide Prevention initiatives since we got in here, after it seemed 
Murkowski let some of that mission falter (is what I've been told) . Karleen Jackson 
and/or Anna can give more insight into our efforts in our first year. 

Sent from my BlackBerry® device from Cellular One 
Original Message 

From: "Mason, Janice L (GOV)" «janice. mason@alaska.gov> 



Karleen 
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Date: Thu, 07 Feb 2008 08:54:32 
To : gov . sarah®yahoo . com 

Subject: FW: Mt, Edgecumbe Suicide: Briefing 

Govemor - I am forwarding this to you as requested by Rhonda. I know that you aware of 
this and we have already taken ateps to get letters out. Janice 



From: McBride, Rhonda (GOV) 
Sent: Wednesday, February 06, 2008 5:49 PM 

To: : michael..nizich®alaska.gov; Mike Tlbblea (michael.tibblesaalaska.gov); Kim, Anna C 
(GOV) ; Mason, Janice L (GOV) 

Cc; Monegan, Walt C (DPS) ; Jackson, Karleen K (HSS) ; Sandoval, Tammy K (HSS); 
tara.jolllieaalaska.gov; Wilken, Jessica M (GOV) 

Subject: Mt. Edgecumbe Suicide: Briefing 



please paaa this on to the Governor. . . . 



This week the Suicide Prevention Council is meeting in Juneau. This tragedy might be a 
topic of conversation. The tragedy gives insight into an issue that has dogged our state 
for decades. It underscores the need for more suicide prevention awareness. 



Please keep in mind that some of this information is confidential but provided for 
Context . 

MT. EDGECUMBE SUICIDE: Background Information obtained from Mt. Edgecumbe Supt. Bill 
Denkinger 



Tel: (907) 966-3201. Fax: (907) 966-2442 



On Monday, February 4th, a sixteen-year-old student at Mt. Edgecumbe attempted to 
strangle herself in her dormitory room. A dorm attendant found her, as she was making 
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rounds before "lights outs* at 10:30pm. Students watched as Rachelle George was rushed 
out in a gurney. She died the next day at Hount Edgecumbe Hospital. 



Rachelle' a hometown is listed as Bethel. Mt. Edgecumbe 's super intendent says she has been 
Privileged or Personal Nj for the past few years. Her mother is from Akiachak and did not have 
custoay. 



As I talked with Superintendent Bill Denkinger over the phone, his voice choked back 
grief. Ke spoke softly as he recollected how Rachelle did well in school - that she 
earned most'ly B' s, a few A' s and one C+. He said she had a beautiful singing voice. 



Teachers and staffers knew that Rachelle had a "horrendous childhood." One sign of the 
instability in her life; Rachelle recently met a half sister at Mt. Edgecumbe, a sister 
she never knew about. 



Denkinger says there were suicides the 1940's and 1950's when the BIA managed the Mt. 
Edgecumbe, but there haven't been any since then -- so suicide hasn't been on the school' s 
radar screen. 



As for Rachelle, school and do r m staffers did not suspect she was on the verge of suicide. 

She was seen shortly before her death appearing calm, giving no sign of emotional 
turmoil. But the evidence suggests she had been planning it for some time. 



During the Christmas holidays, Rachelle used all the money she had been gifted with to buy 
candy and "goodies* for others. She also left a detailed note willing her possessions 
to others and a letter of apology to a family member, about some kind of a conflict they 
had experienced. 



Looking back, Denkinger says there were some warning signs that were missed. In December, 
Rachelle told a dormitory social worker that she was struggling with flashbacks from her 
childhood. She scheduled several appointments and missed her last one on January 31st. 



The superintendent says the response to the suicide has been quick. OCS staffers and 
local clergy are providing counseling and doing an excellent job of meeting the needs of 
the students at this time. Also, students in rooms near Rachelle's have been given the 
option to move. 



One parent who wrote the Govemor, Kelly Lincoln of Bethel, says she fears some students 
will guit school. Others blame themselves. The worst case scenario: copycat suicides. 
In her e-mail, she refers to Alakanuk --a village on the Lower Yukon -- that was the 
subject of the Anchorage Daily News' Pulitzer Prize winning series, "People in Peril." 
Alakanuk experienced a suicide epidemic in the 1980 's and early 90' s. 



Ahother concern: some students in the dormitory have been re-traumatized. Several have 
either witnessed suicides in their own family or discovered the body of a Victim. One 
student who has had trouble coping has been hospitalized. 
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Denkinger is not sure how Rachelle's death could have been prevented. He did say the loss 
of grants forced the school to staf f the dormitory with contract workers. The lower wages 
have led to high tumover. Denkinger would like to aee state employees fiil these 
positions, ao there can be more stability to help aupport at risk students. 

A memorial for Rachelle will be held Priday, Pebruary 8th in Sitka. The Super intendent 
says a letter from. the Governor expressing condolences and of fering encouragement to the 
students would be appreciated. 

The following e-mail is from Kelly Lincoln, whose daughter Allie was Rachelle's next door 
neighbor. Kelly and her huBband Greg own "The Delta Discovery," a newspaper in Bethel. 
They are originally from Toksook Bay and are a positive force for change in the region. 
Every issue celebrates some aspect of Native life and culture. One has to wonder what the 
next- issue of the Delta Discovery will hold. 



Web mail from: Ms. Kelly Jean Lincoln 
address: PO Box 1028 Bethel AK 99559 
. 543t3548 

MES3AGE : 
Dear Sarah, 

As you may have already heard, there was a suicide at Mt. Edgecumbe High school last 
night. Her name was Rachelle George from Bethel, age 16. She was my daughter's close 
friend and next door neighbor in their dorm at MEHS. My daughter Allie had a front row 
seat to all the commotion due to her closeness and now she is devastated. She called me 
crying around llpm last night when all the police and medics were there. I was in shock, I 
couldn't believe that this was happening to us. She thinks that it was her fault, that she 
s'hould have stayed with her in her room. I told her, it's not your fault, we didn't know. 
She is not comfortless though. The support staf f at MEHS is working very hard to make sure 
the kids are okay,. although I am scared of the possibility of copycat suicides - remember. 
Alakanuk? Anyway, the issue of dropping out of school and coming home has reared its head. 
I mean, who wants to live next to an empty room where your friend used to live and is no 
longer there? All the 

memories, the laughs, etc. They used to go to breakfast together. I pray to God that she 
will not drop out and I pray that everything will be okay and that she will decide for 
herself to stav in school and continue. Well, I just wanted to say all that and to see if 
vou had any plans to visit those poor kids. It is like a bomb dropped on our state with 
its epicenter in Sitka and my poor sweet Allie is right in the middle of it. Thank you for 
your time and I hope that I didn't bother you too much. Quyana, 

Kelly 



ke 1 ly®de 1 t adi scove ry . com 
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Unknown 



From: 

Sent: 

To: 

Subject: 



gov.sarah@yahoo.com 

Thureday, February 07, 2008 1 :34 PM 

Ruaro; Randall P (GOV) 

Re: Meeting with AVAC / Loose ends 



Thanks - and yes/ Bert conveys hia messages steadily. 
Sent from my BlackBerry* device from Cellular One 

Original Message 

From: "Ruaro, Randall P (GOV)" <randall.ruaroealaska.gov> 

Date: ThU, 07 Feb 2008 13;07:58 

To : gov . sarahayahoo . com 

Subject: Meeting with AVAC / Loose ends 

Governor : 

Thanks for the time meeting with AVAC. Sorry if I did not speed Bert Hall along fast 
enough. I was watching the clock at 15-20 minutes and waiting for an opening but he was 
pretty steady. 



I will work with the group on their iasues and loop the other special assistants in where 
necessary. 



Thanks , 



Randy 
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Unknown 



From: 

Sent: 

To: 

Subject: 



Govemor Sarah Palin (GOV sponsored) [govemor@alaska.gov] 
Thursday, February 07, 2008 1:26 PM 
schusterja@upmc. edu 
RE: Other 



Thank you for writing to Alaska Governor Sarah Palin. The concerns, opinions, and/or 
Information you have sent are important and valuable to the Governor. Although she is 
unable to respond to each and every email herself, your message has been received and is 
being reviewed by the appropriate etaff person in this Office who can best address your 
need, suggestion, or comment. 

Original Message 

From: WebMailfflgov . state . ak .us [mailto : WebMailagov . state . ak . usl 
Sent: Thursday, February 07, 2008 12:54 PM 
To: Governor Sarah Palin (GOV sponsored) 
Subject: Other 

web mail from: JOSEPH SCHUSTER 

address: 1267 CLIFTON ROAD BETHEL PARK PA 15102 
412-831-3981 

MESSAGE : 

I wish you a very happy upcoming birthday. 

I also feel I 'm speaking for many fellow Republicans when I say 

you should give serious consideration for running for President in the 2012 elections, 

You have many fine personal and professional accomplishments, and I feel you would be an 
excellent choice. 

Keep up the fine work, and have a very happy birthday, Governor! 
schuster j a®upmc . edu 
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Unknown 



From: Governor Sarah Palin (GOV sponsored) [govemor@alaska.gov] 

Sent; Thursday, February 07, 2008 12:10 PM 

To: Wlfken; Jessica M (GOV) 

Cc: Mason; Janica L (GOV) 

Subject: FW: Feb. 07, 2008 Chugach Electric Association, Motfon and Settlement Agreement 



From: Moore, Larine [mailto:Larine.Moore@hq.doe.govJ 
Sent: Thursday, February 07, 2006 12:03 PM 

To: Moore, Larine; Aws9anchorlaw.com; Tom.easteenstarnaturalgas.com; DeVries, steven D 
(LAW) ; DaveDavisaMarathonOil . com ; drar isseramarathonoil . com; dj ohnffl j henergy . com ; 
scott.jepsenaconocophillips.com; roger.belmanfcconocophillips.com; Bdowlingatsocorp. com; 
rbrenaabrenalaw.com; aguerriero«brenalaw.com; dwenselubrenalaw.com; csonnichaagrium.com; 
dwsavnf.com; mxtavnf.com,- jdeckeravelaw.com,- mbondachevron.com; bgkeithleyajonesday.com; 
Governor Sarah Palin (GOV sponsored) ; DeVrieseala 



Attachments: 

02_07_08chugach.pdf {3233579 Bytes) 
imageOOl.gif (2115 Bytes) 
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Unknown 



From: 

Sent: 

Cc: 

Subject: 



Govemor Sarah Patin (GOV sponsored) [governor@alaska.gov] 

Thursday, February 07, 2008 1 1 :56 AM 

Smith; Lynne M (GOV) 

FW: CSS February NEWSLETTER 



Original Message 

From: Susan Nelson [mailto:Susan.Nelson6nnatsukl2.ua] 

Sent: Thursday, February 07, 2008 11:53 AM . 

To: Susan Nelson 

Subject: CSS February NEWSLETTER 

Oood Afternoon, CSS Students & Families, School District Staf f and Community Friends: 
The year is swiftly passing - it's February alreadyt 

We hppe you'll enjoy this latest February Newsletter and will find the activities and info 



Some activities are time sensitive, so be sure to respond right away, and as always, feel 
free to phone CSS if you have any queetions or input. 

Think SpringI 



Susan Nelson, Secretary 
Correspondence Study School 
S00 E. Railroad Ave., Suite 6 
Wasilla, AK 99654 
Phone: (907) 373-3570 
Fax: (907) 373-3573 



useful - 



Susan 
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Unknown 



From: 

Sent: 

To: 

Subject: 



gov.sarah@yahoo.com 

Thursday, February07, 2008 10:32 AM 

Nizich; Michael A (GOV); Frank Bailey; Leighow; Sharon W (GOV); Tibbles; Michael A (GOV) 
Re: For your approval 



Don't remember her at any fairbanks event, but do recall now the Juneau office mtg of 
Theresa. 

Sent from my BlackBerry® device from Cellular One 
Original Message 

Prom: "Nizich, Michael A (GOV)" <mike.nizich®alaska.gov> 
Date: Thu, 07 Feb 2008 10:27:11 

To:ftb907«yahoo.com, ExternalEmailgsp <gov.sarah®yahoo.com>, "Leighow, Sharon W (GOV) " 
<sharon.leighowflalaska.gov>, "Tibbles, Michael A (GOV) " <mike.tibbleB®alaska.gov> 

Subject: RE: For your approval 

The Gov also met her at an AOC function last Feb. I was there when that happened. 

-.-r --Original Message 

From: Frank Bailey [mailto:ftb907iayahoo.com] 
Sent: Thursday,. February 07, 2008 10:19 AM 

To: ExternalEmailgsp; Leighow, Sharon W (GOV) ; Nizich, Michael A (GOV); Tibbles, Michael A 
(GOV) 

Subject: Re: For your approval 

Joe is saying you met her at an event in Fairbanks just prior to the general election. 
You'll also have a brief opportunity to say hi at the AOC event this weekend. 

-Original Message 

From : gov . sarah®yahoo . com 

Date: Thu, 7 Feb 2008 19:03:30 

To: "Sharon Leighow" <sharon. leighow®alaska.gov>, "M Nizich" <mlke.nizich«alaska.gov>, "Mike 
Tibbles" <mike.tibbles«alaska.gov>, "Frank Bailey" <ftb907®yahoo.com> 

Subject: Re: For your approval 
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If reporters want to talk to me abouC thia,pls send them through. Also, I'm aeking Nizich 
to cMme in on presser. 

FranJc or Tibbles- can you recall if I've ever met thereaa? 
Sent from my BlackBerry* device from Cellular One 



Original Meseage 

From: "Leighow, Sharon W (GOV) " <sharon.leighow®alaska.gov> 

Date: Thu, 07 Feb 2008 09:28:23 

To : gov , sarah®yahoo . com 
Subject: For your approval 



FOR IMMEDIATE RELEASE No: 08-OXX 



Privileged or Personal Material Redacted 



# # # 



Sharon Leighow 

Deputy Preas Secretary 

Deputy Communications Director 

(907) 269-7450 Anchorage 

2 
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(907) 465-4031 Juneau 
(907) 240-7943 cell 
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Unknown 



From: 

Sent: 

To: 

Subject: 



gov.sarah@yahoo.com 

Thureday, February 07, 2008 10:14 AM 

Lelghow; Sharon W (GOV); Nizich; Michael A (GOV); Tibbles; Michaet A (GOV); Frank Bailey 
Re: Foryourapproval 



Got my answer re: mtg her. Thanks 

Sent from my BlackBerry* device from Cellular One 

original Meesage 

From: gov.sarahayahoo.com 

Date: Thu, 7 Feb 2008 19:03:30 

Toi"Sharon Leighow" < sharon, leighow@alaska.gov>, "M Nizich" <mike.nizich«alaska.gov>, "Mike 
Tibbles" <mike. tibblesaalaska.gov>, "Frank Bailey" <ftb907®yahoo.com> 

Subject: Re: For your approval 

If reporters want to talk to me about this,pls send them through. Also, I'm asking Nizich 
to chime in on presser. 

Frank or Tibbles- can you recall if I've ever met theresa? 
Sent from my BlackBerry* device from Cellular One 

Original Message 

From: "Leighow, Sharon W (GOV)" <sharon.leighow@alaska.gov> 

Date: Thu, 07 Feb 2008 09:28:23 
To : gov . sarahfiyahoo . com 
Subject: For your approval 

FOR IMMEDIATB RELEASE No: 08-0XX 

Privileged or Personal Material Redacted 
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Privileged or Personal Material Redacted 



# tf # 



Sharon Leighow 

Deputy Press Secretary 

Deputy Communications Director 

(907) 269-7450 Anchorage 
(907) 465-4031 Juneau 
(907) 240-7943 cell , 
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Unknown 



From: Governor Sarah Palin (GOV sponsored) [govemor@alaska.gov] 

3ent: Thursday, February07, 2008 9:55 AM 

To: bearqst@ak.net 
Subject: RE: Other 

Thank you for writing to Alaaka Governor Sarah Palin. The concerns, opiniona, and/or 
Information you have sent are important and valuable to the Governor. Although she ia 
unable to reapond to each and every email heraelf, your mesaage has been received and ia 
being reviewed by the appropriate staff person in this office who can best address your 
need, suggeation, or comment. 



Original Mesaage 

From: WebMailegov.state.ak.us [mailto:WebMailagov.state.ak.ua] 
Sent: Wednesday, February 06, 2008 4:18 PM 
To: Governor Sarah Palin {GOV sponsored) 
Subject: Other 



Web mail from: Mr. John Johnston 
address: P.O. Box 55028 North Pole AK 99705 
907.459.1153 



MESSAGE : 

Dear Governor, 



I understand that as of July of thie year, the MAST Program in Alaska will no longer 
exist. As an Alaskan that spends much of his time in the outdoors recreating with friends 
and family, I urgently ask that you do all in your power to prevent this from happening. 



I can think of at least 2 separate incidents where having MAST available has save a 
friends life. My wife and I, along with our grandchildren spend many hours in the winter 
snowmobiling, I would hate to think of the conaequence that might occur if one of 
grandchildren were to be seriously hurt in a remote location and no emergency medical 
assistance, such as MAST were available. 



Not only is this a life saving aervice for rural Alaskans, it provides a training grounds 
for our service personal that their medics can not get anywhere elae. In the spirit of 
public safety and to help insure that our service peraonnel medical teatns get the best 
training possible, please fight to keep MAST in Alaska. 
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Thank you for your time and consideration 



John E. Johnaton 



bearqstftak.net 
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Unknown 



From: 
Sont: 
To: 

. Subject: 



Govemor Sarah Palin (GOV sponsored) [govemor@alaska.gov] 
Thursday, February 07, 2008 9:55 AM 
tammyswofford@yahoo.com 
RE: Other 



Thank you for writing to Alaska Govemor Sarah Palin. The concerns, opiniona, and/or 
information you have sent are important and valuable to the Govemor. Although she is 
unable to respond to each and every email herself, your message has been received and is 
being reviewed by the appropriate staff person ln this office who can best address your 
need, suggestion, or comment. 

Original Message 

From: WebMailegov.etate.ak.us [mailto:WebMall9gov.state.ak.us] 
Sent: Wednesday, February 06, 2008 4:59 PM 
To: Govemor Sarah Palin (GOV sponsored) 
Subject: Other 

Web mail from: Ms. tammy swofford 

address: 1811 Pilgrim Drive Irving TX 75061 

MESSAGE : 
Govemor Palin, 

You made the blog.... www.tammyswofford.blogspot.coni 

One of your fans, Lori Jennings, wrote the blog. Her husband is a police officer and 
merober of the National Guard. 

Best Regards, 

Tammy 

tammy swof f ord®yahoo . com 
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Unknown 



From: 

Sent: 

To: 

Subject: 



Govemor Sarah Palin {GOV sponsored) Igovernor@alaska.gov] 
Thursday, February 07, 2008 9:52 AM 
cadkin8@mosquitonet.com 
RE: Other 



Thank you for writing to Alaska Governor Sarah Palin. The concerns, opinions, and/or 
Information you have sent are important and valuable to the Govemor. Although she is 
unable to respond to each and every email herself , your message has been received and is 
being reviewed by the appropriate staff person in this office who can best address your 
need, suggestion, or comment. 

Original Message 

From: WebMail@gov.Htate.ak.us [mailto:WebMail®gov.state.ak.us] 
Sent: Wednesday, February 06, 2008 5:31 PM 
To: Governor Sarah Palin (GOV sponsored) 
Subject: Other 

Web mail from: Ms. Constance Adkins 
address: PO Box 56154 North Pole AK 99705 
907-488-6216 

MESSAGE : 

Dear Governor Palin, 

This is a letter to ask you to please use your office to try to intervene with the 
military at Ft. Wainwright and try to get thera to retain the Mast Program. 

I understand that you were notified that this program is to cease in July 2008, 
This is a vital program for our civilian and military personnel. 

It is my understanding that the Army intends to try to find a private medical helicopter 
contractor, bu t for military support only. I am skeptical that there are the necessary 
capabilities within the civilian sector for the remote and difficult missions they 



Considerations that would seem to me to promote the continuation of this program would be 
that : 



ehcounter . 
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>MAST equipment and personnel do not represent an additional expense to the Army. The 
MAST Program utilizes aircraft and personnel that are on hand to provlde necessary raedical 
support to troops in Alaska, especially those training in remote locationa. 



>Throughout the history of the Alaskan MAST Program, many deployments and overseas 
training missions have taken place. The Army has always maintained medical helicopter 
capability at Ft. wainwright during these times to serve soldiers and the public. 



>Any training or eguipment used in these missions that is not routinely 
>supplied by the Army is provided through the support of the Interior ' 
>Region EMS Council, the State of Alaska, and others. We have provided 
>Alaska and National Registry certified EMT courses, civilian 
>comraiinications eguipment, pediatric equipment, advanced cardiac 

eguipment and other training and equipment. 



>MAST mission flight hours represent necessary pilot and crew training, therefore not 
causing any additional expense. 

>This is extremely valuable training for pilots and crew. The extreme geography, weather, 
and other difficult conditions are excellent training for not only the Alaskan .military. 
mission, but also service in war zones. 



>The Army helicopter crews provide military and civilian service in extremely remote and 
rugged places, under extreme weather conditions, and utilizing night vision and other 
highly technical capabilities . This mission has saved many lives in Alaska and there is no 
service that we are aware of that can perform the military or civilian service under 
contract . 



Siiicerely, 
Constance Adkins 



cadkinsemosguitonet . com 
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Unknown 



From: gov.sarah@yahoo.com 

Sent: Thursday, February 07, 2008 9:45 AM 

To: Leighow; Sharon W (GOV); Nizlch; Mlchael A (GOV) 

Subject: Re: For your approval 



Mike h- what do vou th ink? i 'm tempted to add, |Privileged or Personal Material Redacted 
Privileged or Personal Matj - . . «nat do you think? 



Sent from my BlackBerry* device from Cellular One 
original Message 

From: "Leighow, Sharon W (GOV) " <sharon.leighow@alaska.gov> 

Date: Thu, 07 Feb 2008 09:28:23 
To : gov . sarah®yahoo . com 
Subject: For your approval 



FOR IMMEDIATE RELEASE No: 08-0XX 



Privileged or Personal Material Redacted 



# # # 



Sharon Leighow 

Deputy Press Secretary 
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Deputy Communications Director 



(907) 269-7450 Anchorage 
(907) 465-4031 Juneau 
(907) 240-7943. cell 



2 



PRA_GSP01_0011616 



Unknown 



From: gov.sarah@yahoo.com 

Sent: Thursday, February 07, 2008 9:22 AM 

To* Mason; Janice L (GOV) 

Subject: Re: Mt. Edgecumbe Suicide: Briefing 

Did u tell her we're on it? 

Sent from my BlackBerry* device from Cellular One 



Original Message 

From: "Mason, Janice L (GOV)" «janice. masonaalaska.gov> 

Date: ThU, 07 Feb 2008 06:54:32 
To : gov . sarah®yahoo . com 

Subject: FW: Mt . Edgecumbe Suicide: Briefing 



Govemor - lain forwarding this to you as requested by Rhonda. I know that you aware of 
this and we have already taken steps to get letters out. Janice 



From:. McBride, Rhonda (GOV) 
Sent: Wednesday, February 06, 2008 5:49 PM 

To: michael.nizichaalaska.gov; Mike Tibbles (michael.tibbles©alaska.gov> ; Kim, Anna C 
(GOV) ; Mason, Janice L (GOV) 

Cc: Monegan, Walt C (DPS) ; Jackson, Karleen K {HSS); Sandoval, Tammy K (HSS) ; 
tara.jolllieealaska.gov; Wilken, Jessica M (GOV) 

Subject: Mt. Edgecumbe Suicide: Briefing 



Please pass this on to the Govemor 

This week the Suicide Prevention Council is meeting in Juneau. This tragedy might be a 
topic of conversation. The tragedy gives insight into an isaue that has dogged our state 
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for decades. It underscores the need for more suicide prevention awareness. 



Please keep in mind that some of this Information is confidential but provided for 
context . 



MT. EDGECUMBE SUICIDE: 
Denkinger 



Background Information obtained from Mt. Edgecumbe Supt. Bill 



Tol: (907) 966-3201. Fax: (907) 966-2442 



On Monday, Pebruary 4th, a sixteen-year-old student at Mt. Edgecumbe attempted to 
strangle herself in her dormitory room. A dorm attendant found her, as she was making 
rounda before "lights 'outs* at I0:30pm. Students watched as Rachelle George was rushed 
out in a gurney. She died the next day at Mount Edgecumbe Hospital. 



Rachelle's hometown is listed as Bethel. Mt. Edgecumbe'.s super intendent says she has been 
a ward of the state for the past few years. Her mother is from Akiachak and did not have 
custody. 



As I talked with Superintendent Bill Denkinger over the phone, his voice choked back 
grief . He spoke softly as he recollected how Rachelle did well in school - that she 
earned mostly B's, a few A's and one C+. He said she had a beautiful singing voice. 



Teachers and staffers knew that Rachelle had a "horrendous childhood." One sign of the 
instability in her life: Rachelle recently met a half sister at Mt. Edgecumbe, a sister 
she never knew about. 



Denkinger says there were suicides the 1940's and 1950's when the B IA managed the Mt. 
Edgecumbe, but there haven't been any since then .-- eo suicide hasn't been on the. school 's 
radar screen. 

As for Rachelle, school and dorm staffers did not suspect she was on the verge of suicide. 

She was seen shortly before her death appearing calm, giving no sign of emotional 
turmoil. But the evidence suggests she had been planning it for some time. 

During the Christmas holidays, Rachelle used all the money she had been gifted with to buy 
candy and "goodies* for others. She also left a detailed note willing her possessions 
to others and a letter of apology to a family member, about some kind of a conflict they 
had experienced. 

Looking back, Denkinger says there were some warning signs that were missed. In December, 
Rachelle told a dormitory social worker that she was struggling with flashbacks from her 
childhood. she scheduled several appointments and missed her last one on January 31st. 
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The suoerintendent says the response to the suicide has been quick. OCS staffers and 
SLrSSw providing counseling and doing an excellent job of meeting the needs of 
thl studeni£ at this time Aleo, students in rooms near Rachelle's have been given the 
option to move. 

One oarent who wrote the Governor, Kelly Lincoln of Bethel, says she fears some atudents 
w?ll Stt school! others blame themselves. Th* worst case scenario: copycat suicides. 
£n her^ail, she refers to Alakanuk a village on the Lower Yukon ; - that was the 
sSb?ect o?tn; Anchorage Daily News' Pulitzer Prize winning series, 'People m Peril." 
Alakanuk experienced a suicide epidemic in the 1980 's and early 90 's. 



Another concem: some students in the dormitory have been re-traumatized. Several have 
eUher wSssed suicides in their own family or discovered the body of a victim. One 
student who has had trouble coping has been hospitalized. 

Denkinoer is not sure how Rachelle's death could have been prevented. He did say the loas 
SfSSS forced S school to staff the dormitory with contract workers The lower wages 
navlled to high turnover. Denkinger would like to see state employees fiil these 
positions ao Ihere can be more stability to help support at riak students. 

» »1 f rt y nachelie will be held Friday, February Bth in Sitka. The Super intendent 

says aletterf rom tne Governor expressing condolencee and offering encourage m ent to the 
students would be appreciated. 

The following e-mail is from Kelly Lincoln, whose daughter Allie was Rachelle's next door 
SLhbor Kelly and her husband Greg own -The Delta Discovery,» a newspaper in Bethel. 
?hev^e'orig!nally from Toksook Bay and are a positive force for change m the region 
^ery"ssue ce?ebrates some aspect of Native life and culture. One has to wonder what the 
next issue of the Delta Discovery will hold. 

Web mail from: Ms. Kelly Jean Lincoln 
address: PO Box 1028 Bethel AK 99559 
543-3548 



MESSAGE : 

Dear Sarah, 



^ , D a i«^ v h-ard there was a suicide at Mt. Edgecumbe High School last 
"ScheUr^orge from Bethel, age 16. She was my faughter-s close 
?riend and nllt Zlr nelghbor in Iheir dorm at MEHS. My daughter Allie had a front row 
lltt L all the coSmo?ion due to her closeness and now she is devastated. She called me 

SSSS navfs? ye^ S tn her in he froom l told her^t-s ^^J^ 
S ^^^^'^^ thfpossibility of copycat suicides - re^be, 
Ilakanuk? Anvwa y : the issue of dropping out of school and coming home haa reared ite head. 
I mean? whoTu^s to Uve next to II empty room where your frlend used to live and is no 
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longer there? Ali the 

memories, the laughs, ete. They ueed to go to breakfast together. I pray to <3od that she 
will not drop out and I pray that everything will be okay and that she will decide for 
herself to stay in echool and continue. Well, I just wanted to say all that and to see if 
yoU had any plans to visit those poor kids. It ie llke a bomb dropped on our state.with 
ite epicenter in Sitka and tny poor sweet Allie is right in the middle of it. Thank you £or 
your time and I hope that I didn't bother you too much. Ouyana, 

. Kelly 



kelly»deltadiscovery . com 
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Unknown 



From: gov.sarah@yahoo.com 

Sent: Thursday, February 07, 2008 8:06 AM 

To: Leighow; Sharon W (GOV) 

Subjoct: Re: Clarification 

Yep 

Sent from my BlackBerry» device from Cellular One 
Original Measage 

From: "Leighow, Sharon W (GOV) " «sharon. leighow©alaska.gov> 

Date; Thu, 07 Feb 2008 08:00:58 
To : gov. sarah®yahoo . com 
Subject: Re: Clarification 



She is also asking about the pacwest contract. We canceled that-right? 
Original Message 

From: gov . sarahayahoo . com <:gov. sarah®yahoo. com» 
To: Leighow, Sharon W (GOV) 
Sent: Thu Feb 07 06:01:32 2008 
Subject: Pw: Clarification 



Fyi on Privile see below. 



Also. if Bluemink wants follow up for her story on what we've done to un-do 
Murkowskiisms, add that we've literally opened doors between Lt. Governor 's office and 
ours - and doors that had been previously closed in capitol bldg between third floor and 
everyone else are now open. Same with Atwood bldg. Also, I gave back Regulation Review 
duties to Lt. Governor after Murk took them away from Leman (the appropriately belong in 
Lt. Governor office), along with faith-baeed initiative seat. 



Also We've reduced security and house staf f, 
Anchorage, gave back the yacht slip in Juneau 
their boat, etc etc. 



we quit renting the house he used in 

boat harbor so fish and game had a slip for 
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Re- Comm posltion- Nizich assuree me tt's easy to upgrade and tweak job deacription if 
the open position needs changing in order to attract candidates - pay, location, duties, 
etc. I don't know if [p^jgor othere can afford to take the job i£ we require a lot of back 
and forth - unless we upgrade. 

Sent from my BlackBerry* device from Cellular One 



Original Message 

From: "PARNELL, S (GOV sponsored) " <sr.parnellfflalaska.gov> 
Date: Wed, 06 Peb 2008 21:38:26 

To : gov . sarahiSyahoo . com 
Subject: Re: Clarif ication 



Privileged or Personal Material Redacted 



Sean 

Original Message 

From: gov . sarahfflyahoo . com <gov, sarah@yahoo. com> 
To: PARNELL, S {GOV sponsored) 
Sent: Wed Feb 06 21:21:39 2008 
Subject: Re: Clarif ication 



just want to make sure [Privileged or Personal Material Redacted 
g and if Sharon chcoses to nire. 

--Original Message- 

From: PARNELL, S (GOV sponsored) 

To: Governor Sarah Palin 

Sent: Feb 6, 2008 9:15 PM 

Subject: Clarif ication 



Just re-read your email--re i Privi K can you help me understand your concern about |Privileg 



Privileged or Personal Material Redacted 
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Sent from my BlackBerry* device from Cellular One 
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Unknown 



From: 

Sent: 

To: 

Subject: 



gov.sarah@yahoo.com 
Thursday, February 07, 2008 6:02 AM 
Leighow; Sharon W (GOV) 
Fw: Clarification 



Fyi on Privile see below. 



Also, if Bluemink wants follow up for her story on what we've done to un-do 
Murkowskiisms, add that we've literally opened doors between Lt. Governor'a office and 
ours - and doors that had been previously closed in capitol bldg between third floor and 
everyone else are now open. Same with Atwood bldg. Also, I gave back Regulation Review 
duties to Lt. Governor after Murk took them away from Leman (the appropriately belong in 
Lt. Governor office), along with faith-baeed initiative seat. 



Also We've reduced security and house staf f, we guit renting the house he used in 
Anchorage, gave back the yacht slip in Juneau boat harbor so fish and game had a slip for 
their boat, etc etc. 



Re ( |PriviH poeition- Nizich assures me it's easy to upgrade and tweak job description if the 
open position n eeds changing in order to attract candidates - pay, location, duties, etc. 
I don't know if iPrivild or others can afford to take the job if we require a lot of back and 
forth - unless we upgrade. 

Sent from my BlackBerry* device from Cellular One 



Original Message 

From: "PARNELL, S {GOV sponsored) " <sr .parnell«alaska.gov> 



Date: Wed, 06 Feb 2008 21:38:26 
To : gov . sarah®yahoo . com 
Subject: Re: Clarification 



Privileged or Personal Material Redacted 



Sean 



Original Hessage 



J 
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From: gov.sarahtsyahoo.com <gov. sarahayahoo.com» 
To: PARNELL, S (GOV sponsored) 
Sent: Wed Peb 06 21:21:39 2008 
Subject: Re: Clarlf ication 



just want to make sure iPrivileoed or Personal Material Redacted 
Privland if Sharon choosee to hire. 



Original Message 

From: PARNELL, S (GOV sponsored) 
To: Governor Sarah Palin 
Sent: Feb 6, 2008 9:15 PM 

Subject : clarlf ication 



Just re-read vour email--re 


Privile can you help me understand your concern about 


Privilege 


Privileged or Personal Material Redacted 



Sent from my BlackBerry* device from Cellular One 
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Unknown 



From: PARNELL, S (GOV sponsored) [/0=SOA/OU=FIRST ADMINISTRATIVE 

GROUP/CN=RECIPIENTS/CN=SRPARNELL1] 
Sent: Wednesday, February 06, 2008 9:38 PM 

To: 'gov.sarah@yahoo.com' 
Subject: Re: Clarification 



Privileged or Personal Material Redacted 



Sean 



Original Meseage 

From : gov . sarah@yahoo . com <gov . sarah®yahoo . com> 
To: PARNELL, S (GOV sponsored) 
Sent: Wed Peb 06 21:21:39 2008 
Subject: Re: Clarification 



just want to make sure 'Privileged or Personal Material Redacted 

and if Sharon chooses to hire. 

Original Meesage 

From: PARNELL, S (GOV sponsored) 
To: Governor Sarah Palin 
Sent: Feb 6, 2008 9:15 PM 
Subject : Clarification 



Just re-read your email- -re 


Privile ca n you help me understand your concern about 


Privilege 


Privileged or Personal Material Redacted 



Sent from my BlackBerry* device from Cellular One 
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Pagel of I 



Unknown 



From: Mason, Janice L (GOV) I/0=SOA/OU=FIRST ADMINISTRATIVE 
GROUP/CN=RECIPIENTS7CN=JLMASON] 

Sent: Thursday, February 07, 2008 10:27 AM 

To: govpalin@alaska.gov 

Subject: Email - 

Govemor - This one I thought you should read. Janice 

From: WebMail@gov.state.ak.us f mailto : WebMail@q ov. state . ak . us 1 
Sent: Wednesday, February 06, 2008 4:59 PM 
To: Governor Sarah Palin (GOV sponsored) 
Subject: Other 

Web mail from: Ms. tammy swofford 

address: 1811 Pilgrim Drive Irving TX 75061 



MESSAGE: 
Governor Palin, 

You made the blog. - - . www . tammvswof f ord . blogspot . com 

One of your fans. Lori Jennings, wrote the blog. Her husband is a police officer 
and member of the National Guard. 

Best Regards, 

Tammy 



8/28/2009 
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Unknown 

From: Bailey. Frank T (GOV) l/0=SOA/OU*FIRST ADMINISTRATIVE 
GROUP/CN=RECIPIENTS/CN=FTBAILEY] 

Sont Thursday, February07, 2008 3:30 PM 

To: Lelghow; Sharon W (GOV); Palin; Sarah H (GOV) 

Subject: FW: EEO COUNTS 

We had to puli from a few lists on this. 63 of your 288 appointees did NOT declare what ethnic background they 
were....thafs one fifth. 

So of the known appointees, 10% (23 of 225) were Alaska Native from all around the State. 
I'll brfng this over printed. 



From! Essary, Karen S (GOV) 

Sent: Thursday, February 07, 2008 3:06 PM 

To: Bailey, Frank T (GOV) 

Subject: EEO COUNTS 

This Is what I came up wKh... 

286 appointments or reappointments currentiy sitting on a board. 
225 appointments or reappointments declared EEO Information at all 

23, or 10% of EEO declared appointees (225) are Alaska Native 
23, or 8% of total (288) appointees are Alaska Native 



EEO Code 


EEO Description 




D 


F Alaska Native 


9 


A 


F American Indian 




B 


F Asian or Pacific Islander 


2 


C 


F Black 


1 


E 


F Hispanic 


1 


H 


FWhite 


42 


F 


F Unknown Ethnicity 


28 


P 


M Alaska Native 


14 


K 


M American Indian 




L 


M Asian or Pacific Islander 


1 


O 


M Black 


2 


S 


M Hispanic 




T 


MWhite 


69 


M 


M Unknown Ethnicity 


56 



UNDECLARED 63 
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Unknown 



From: Bailey, Frank T (GOV) l/0=SOA/OU=FIRST ADMINISTRAT1VE 
GROUP/CN=RECIPIENTS/CN=FTBAILEY] 

Sent: Thursday, February 07, 2008 5:09 PM 

To: Govemor Sarah Palin (GOV sponsored) 

Subject RE:EEOCOUNTS 

Whoops~I 
Thanks Donna. 



From: Govemor Sarah Palfn (GOV sponsored) 
Sent: Thursday, February 07, 2008 3:35 PM 
To: Bailey, Frank T (GOV) 
Subject: RE: EEO COUWTS 

Frank, 

This is not the Governor's personal account 
Donna 



From: Bailey, Frank T (GOV) 

Sent: Thursday, February 07, 2008 3:30 PM 

To: Lekjhow, Sharon W (GOV); Palln, Sarah H (GOV) 

Subject: FW: EEO COUNTS 

We had to puli from a few tists on this. 63 of your 288 appointees did NOT declare what ethnic background they 
were....thafs one fifth. 

So of the known appointees, 10% (23 of 225) were Alaska Native from all around the State. 
III bring this over printed. 



From: Essary, Karen S (GOV) 

Sent: Thursday, February 07, 2008 3:06 PM 

To: Bailey, Frank T (GOV) 

Subject: EEO COUNTS 

This is what I came up with... 

288 appolntments or reappointments currently sitting on a board. 
225 appointments or reappointments declared EEO information at all 

23, or 10% of EEO declared appointees (225) are Alaska Native 
23, or 8% of total (288) appointees are Alaska Native 



EEO Code 


EEO DescriDtion 


D 


F Alaska Native 


A 


F American Indian 


B 


F Asian or Pacific Islander 


C 


F Black 
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E 


F Hispanic 


1 


H 


FWhite 


42 


F 


F Unknown Ethntcity 


28 


P 


M Alaska Nativa 


14 


K 


M American Indian 




L 


M AsJan or Pacific Islander 


1 





M Black 


2 


S 


M Hispanic 




T 


M Whfte 


69 


M 


M Unknown Ethnicitv 


56 



UNDECLARED 63 
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Unknown 

From: Ruaro, Randall P (GOV) [/0=SOA/OU*FIRST ADMINISTRATIVE 
GROUP/CN=RECIPIENTS/CN=RPRUARO] 

Sent: Thursday, February 07, 2008 1:08 PM 

To: 'gov.sarah@yahoo.com' 

Subject: Meeting with AVAC / Loose ends 

Govemon 

Thanks for the time meeting with AVAC. Sony if I dkJ not speed Bert Hall along fast enough. I was watching the 
clock at 1 6-20 minutes and waiting for an opening but he was pretty steady. 

I will work with the group on their issues and loop the other special assistants in where necessary. 

Thanks, 

Randy 
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Unknown 

From: Ruaro, Randall P (GOV) I/O=SCW0U=FIRST ADMI NISTRATIVE 
GROUP/CN=RECIPIENTS/CN=RPRUAROJ 

Sent: Thursday, Febiuary 07, 2008 1:08 PM 

To: 'gov.sarah@yahoo.com' 

Subject: Meeting with AVAC / Loose ends 

Govemor 

Thanks for the time meeting with AVAC. Som/ if I did not speed Bert Hall along fast enough. I was watching the 
clock at 1 5-20 minutes and waiting for an opening but he was pretty steady. 

I will worfc with the group on thefr issues and loop the other special assistants in where necessary. 

Thanks, 

Randy 



8/26/2009 
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Unknown 



From: Fagerstrom, Erika (GOV) [/0=SOA/OU= Fl RST ADMI NISTRATIVE 
GROUP/CN=RECIPIENTS/CN=EFAGERSTROM] 

Sent: Thursday, February 07, 2008 10:25 AM 

To: Palin; Sarah (GOV sponsored) 

Cc: Todd' 

Subject: RE: Updates 

Govemor, 

I have the Position Description Gluestionnaire (PDQ) from 1995 that Linda sent me and the Govemofs House 
Position Description 2000/2004. I should have them ready to send to you by this moming. 

The mlrror should be arriving any day from J.C. Penneys and we can hang it up the day it arrives; plus get Piper's 
room together with her new bedding. 

I apotogize in advance for not making a decision and carrying it out [n regards to this; I want you to be informed of 
the optionsto avoid any potential surprises. 

Options: 

1 . Cedar closet: The "If they can't see it and we don't talk about it" Plan. Before any workers come in- move the 
t-bed into the Histoncal bedroom (cover it) so it's out ofsight and leave the washer/dryer in the Cedar closet, so 
thafs all the electricians/workers see, and make sure that any verbiage does not refer to a t-bed. Once the work 
is done we can move it into the cedar closet plug it and if s ready to go. I would have a locking door knob 
installed, so that the room is kept locked at all times, this protects your privacy and keeps unwanted friends (kids) 
from using it in the spring during phase 2 of the plumbing projectthe w/d would be installed in the linen closet 
The 220 outiet can benefit the House in the future for a variety of uses, not Just this one. if you're comfortable 
with this scenario, then l'll get things moving right away. 

2. If you're not comfortable with option 1 , then l'll proceed with moving it down to the basement and using/sharing 
the dryer outiet. 

Gail, from the AK Club, had mentioned earlier that it needs to have a regular control panel installed as it's 
currently set-up for commercial use. ( can have them do that right away. 

Please let me know if you have any questions. 

Thank you, 

Erika 



Erika Fagerstrom 

Executive Residence Manager 

Governor's House 

State of Alaska, Office of the Govemor 
716 Calhouii Avenue, Juneau, Alaska 99801 
Phone: 907-465-3500; Fax: 907-465-2031 



Original Message 

From: Paiin, Sarah (GOV sponsored) 
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Sent Tbursday, Febmary 07, 2008 8:46 AM 
To: Fagerstrom, Erika (GOV) 
Cc: "fisk9wnr@yahoo.com' 
Subject: Updates 

* staff job descriptions 

* outlets/washer/ 

* full length minor 

When you get a chancc can you email updates on these. Our desire stitt is for an availability of power for sunbed whhout it 
being perceived as costs to tbe state to plug tbe thing m. So either plugging it in downstairs or wherever the washer/dryer is 
going, I do want to use the bcd or I can try to sell it in the classifieds if it can't be used. Thanks 

And job descriptions are necessary so I'll know what's legal, what is not to request of staff. Thanks 



8/25/2009 
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Unknown 



From: PARNELL, S (GOV sponsored) f/0=SOA/OU=FIRST ADMINISTRA71VE 
GROUP/CN=RECIPIENTS/CN=SRPARNELL1] 

Sent: Thursday, February 07, 2008 6:12 PM 

To: gov.sarah@yahoo.com 

Cc: Tibbles; Michael A (GOV) 

Subject: Legislators and merit scholarshlps 

I have a few conversations to report on legislators comments on merit scholarshlps— 

Kevin Meyer asked me how he might fund merit scholarships in stages (100-200 millton this year, for example). 
And, Wes Keller is very supportive. 

Guttenberg says he already plans to introduce a pure needs based scholarshlp. Jim, the guy from Louisiana, 
talked with him about how that was where Louisiana started but quickly transitloned to merit scholarships (kids 
were stigmatized when tt was a pure needs based scholarshlp rather than a merit based scholarship). Now, kids 
are proud to be pursuing that scholarship and bringing their friends along to improve academic performance. 

With these legislators and others I have not commltted you to this course beyond saying you were interested in 
pursuing innovative education kteas that work and that you were interested in generating conversation on the 
idea. 

Sean 
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Byers, GailY(LAW) 



From: Fagerstrom, Erika (GOV) [/0=SOA/OU=FIRST ADM I NISTRATI VE 
GROUP/CN=RECIPIENTS/CN=EFAGERSTROM] 

Sent: Thursday, February 07, 2008 2:46 PM 

To: gov.sarah@yahoo.com 

Subject: Governor*s House Position Descriptions 

Governor, 

Here are the Position Description attachments. I failed to send the Position Description Ouestionnaires (1995) in 
the mail, so l'll drop those off in just a minute. 

Thank you, 
Erika 



Erika Fagerstrom 
Ewoititu Fjstdtnct Managr 
Gevernor's Housi 

Siat* of Alaska, Offict of tbt Governor 

716 Caihonn Amat, Jtmtau, Alaska 99801 

Pbone: 907465-3500; Fa*. 907465-2031 
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GOVERNOR'S HOUSE 
POSITION DESCREPTCON (2/11/2005) 

EXECUTIVE RESIDENCE MANAGER & ASSISTANT TO THE FIRST SPOUSE 

The Executive Residence Manager and Assistant to the First Spouse (hereinafter referred to as "Manager") is 

a fuU-time, totally exempt, Range , salaried position, located in Juneau. Normal work wcek consists of 

37.5 hours, Monday through Friday. Ali cmployccs must be willing to work flcxible hours and days 
occasionally, including Saturday, Sunday, or both, depcnding on the schedule of the First Family and 
Govemor's House fiinctions. 

This position is responsible for raanaging the household afrairs and serves as Iiaison between the House and 
the Govemor's Office, other state agencies, and the public. The Manager oversees the day-to-day operations 
of the House, attends to the administrative dctails of running the House, supervises staff according to needs 
of the First Family and Govemor's House Function Schedule, coordinates and oversees all official runctions, 
building and grounds maintenance, monitors security, and additionally serves as Assistant to the First 
Spouse. The First Spouse's community outreach appointments are made through the Manager, but may 
receive assistance from the Govemor's Office staff, whichever the First Spouse prefers. The Manager 
coordinates the community outreach schedule with the Govemor's House Schedule and may accompany the 
First Spouse to community outreach events; drafts letters; and assists with First Spouse's speeches, as 
needed, whether by researching and drafting remarks or by requesting assistance from the Govemor's Office. 
In case of emergency due to staff absence or whenever needed due to short staffing, the Manager will help 
staff with any and all duties where needed. 

The person hired for this position must be well organized and efficient in all office, clericai, and supervisory 
duties, as well as knowledgeable about building and rurniture maintenance. 

Due to split shifts, a minimal number of employees at the Govemor's House, andthefactthat each employee 
will often be alone in the House, all employees must be able to: 

-answer and respond to questions over the phone; 

—handle persons or situations at the front door; 

-respond quickly and appropriately, as necessary in case of fire, medical, or 
other emergencies; 

-climb three sets of stairs throughout the work day in order to quickly and 
efficiently complete various tasks. 

See the attached detailed schedule of the Manager's duties. 
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DAILY - - MANAGER'S DUTIES 



(2/11/2005) 



WHAT 



HOW 



Daily Priority 
#1 



Daily Priority 
#2 



Hours 



Upon entering (ke House, walk through Main Floor to familiarize yourself with 
cleaning or maintenance needs and priorities (curtains, fireplace, flowers/plants, floors, 
dishes, etc.) to discuss, if needed, with Housekeepers and Chef. 

Review schedule, chcck with First Spouse, regarding daily needs, and supervise staff 
according to needs of First Family and House schedule. Discuss daily schedules and 
priorities with Housekeepers and Chef, as they arrive. Schedule daily tasks to fit into 
House schedule for the day. 

Usually, will work a straight 7 1/2 hour shift from 8:00-4:30pm daily, depending on the 
House schedule of special events and the First Family. However, the need to work after 
hours and weekends is often required. 



Adminisrration This is the rnost time consuming part of this job. A great deal of time is spent dealing 
with Govemor's House staff; personnel from other departments, particularly crews from 
D.O.A., Govemor's Office, and department comraissioners and secretaries; legislators 
and staff (during the legislative session); and local clubs and organizations, when 
planning and directing the various functions held at the Govemor's House. 



Phones 



Tours 



Special 
lunches & 
dinners 



MaU 



Serves as "priraary receptionist"-- answers and screens calls. Is the contact person in the 
House for the public and all other agencies. If phone rings twice, other staff pick up. 

Schedules tours on Monday-Friday, during normal working hours, as reouests are made 
via telephone or correspondence. Conducts guided tours through Ist Floor only 
(exchiding pantry, kitchen and back hall), although this duty is shared with a 
knowledgeable Housekeeper. Usual tours are limited to approx. 20-30 minutes, 
depending on the number invplved. On an average, one or two tours a week are 
conducted, depending on the time of year. (See Tour Facts Sheet) 

Prepare and/or dispense invitations, coordinate event with House staff, hire temporary 
servers and/or kitchen help, oversee the event and supervise staff, and assist the First 
Spouse as hostess, as needed, (answer door, invite guests to hang their coat in the closet 
or on the coat rack in the Manager's office, sign guest book, distribute name tags (if 
needed), keep an official count of number of attending guests, document with 
photographs (if able or request the Press Office to take photos, etc). (Also, see Weekly - 
"Official Functions"). 

Sort mail delivered to Govemor's House by Govemor's Office mailroom staff. Mail 
letters and packages. 
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DAILY - MANAGER'S DUTlfeS 



(2/11/2005) 



WHAT HOW 

Calendar Call Govemor's Office and review schedule changes with Govemor's Scheduling 

DirectortoupdateFitstSpouse'sSchedule. Inform staff of changes. Inforra Securityof 
changes. Give the First Spouse a copy of the following day*s schedules. 

Correspondence/ Sort and screen the mail for Govemor's House. Act as liaison between House the 
paperwork Govemor's Office, other state agencies, and the public. Compose and draft lctters for the 
First Spouse (and occasionally for the Governor). (Although many requests are answered 
by the Govemor's Office Constituent Relations Office). Complete all required forms, 
type-written paperwork, and computer items (i.e. labels, name tags, place cards, menu 
cards, household lists, etc). 

Purchasing/bids Purchase equipment, non-food supplies, and alcohol, as needed. Review and approve all 
food purchases by the Chef and any other miscellaneous purchases by staff or First 
Family, and submit bills to the Fiscai Division for payment. Handle bids in relation to 
the Govemor's House, such as the printed/engraved cocktail napkins, stationery, and 
envelopes (also see "Daily--bills/expenses")- When only one place has a certain itemthat 
is needed (for instance, dishes), ask Administrative Services to explain the policy for 
"sole source purchasing." 

Bilb/expenses Maintain House compliance with State regulations through discussion and questions 
directed to the Fiscai Division of Administrative Services. Review and approve bills for 
payment according to State of Alaska regulations, then send invoices to Fiscai for 
payment. Fiil out paperwork to request Field Warrant for payment to a person or 
company for an order or for reimbursement over $50.00. Request D.O. # from 
Purchasing if cost will be $500.00 or more. Make phone calls for informal bids if cost 
will be $1,000.00 or more, but always check with Adniinislrative Services first for 
updated guidelines. Send Delivery Order Request and bid worksheet "Negotiated 
Purchase Abstract" Administrative Services. Get formal bids through Administrative 
Services if cost will be $5,000.00 or more. (also see Daily- "purchasing/bids"). 

Protocol Research, recommend, and apply proper protocol in dealing with a wide range of 

individuals, dignitaries, and officials (local, state, national & intemational). Must be 
familiar with and adhere to foreign food preferences or taboos. 

Travel Complete "Travel Authorization" for Spouse' s community outreach business travel, 

coordinate TA and travel with. Security and inform the Govemor's scheduler, make 
necessary reservations, and submit for approval to the Govemor's Office. Fiil out 
computerized TA according to instructions from the Administrative Services Travel 
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DATIiY — MANAGER'S DUTIES 



(2/11/2005) 



WHAT HOW 

Travel (contfd) Desk. Manager may accompany First Spouse whenever she travels in or out of town on 
State business. However, if a staff person is needed to accompany the First Spouse out of 
town, a staff person from the Anchorage or Fairbanks offices will accompany the First 
Spouse, whichever is closer. If traveling with the Govemor, Security will complete the 
TA and make all reservations and then infonn the Manager of all arrangements to be 
placed on the First Spouse's schedule. If traveling with the Govemor, the First Spouse 
will usually utilize the Governor's staff persons rather than bring an additional staff 
person to accompany. 

Recordkeeping Maintain House compliance with State and Federal Regulations through close discussion 
and questions directed to the Director of Administrative Services. Maintain House 
historical records. Maintain and keep up-to-date House Manual. Update logsfor: tours, 
official functions, meals, guests, maintenance, expenditures, and new facts for potential 
useina future Governor's House Facts Booklet For archiving purposes every four years, 
only Usts of official events, tours, photos and historical information, and folders 
containing inaugural-level event details will be archived every four years. First Spouse 
may keep photocopies in office files. 

Petty cash Disburse funds not to exceed $50.00 per purchase and record receipts. Audit and 
summarize petty cash account. Send summary and receipts to Fiseal at least once to 
twice per month for reimbursement of petty cash. 

Personnel Maintain House compliance with State and Federal regulations through discussions and 

questions directed to the Director of Administrative Services. In the case of staff illness, 
personal leave, or household functions, temporary staff should be utilized. 
-prior to any hire, execute a security check with the potential employee and forward to 
Administrative Services for approval. Do not fiil out any further forms until they contact 
you that the potential employee has cleared the background check (which they will 
complete through Security). 

-hire, supervise, and terminate temporaries, as necessary. 

-hire, supervise, and terminate permanent starY. It should be noted that the Manager will 
not hire a relative to work in a permanent Governor's House position. Also, no 
temporary or permanent employee may work in an area that is supervised by their 
relative. When dealing witfi a difficult employee or teraiinating an employee, the 
Manager must work closely with the Director of Adrnmistrative Services, 
-submit leave slips for all staff, as required. 



Miscellaneous 
duties 
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DATTiY -- MANAGER'S DUTTES 



(2/11/2005) 



WHAT 



HOW 



Public 
perception 



ADA 



Computer 



Attire 



Hoase Manual 



First Family 
personal vs. 
business 



It is tbe duty of the Manager to discuss and inform the Govemor and/or First Spouse of 
anything regarding the operation of the Governor's House that the Manager believes 
might be perceived negatively by the public. This includes any expenditures, events, or 
utilization of stafT that might be perceived to be unethical, inappropriate or simply 
against good public policy. It will then be up to the Govemor and/or First Spouse to 
decide for themselves, after weighing the information from the Manager, whether events 
at the House are to be considered personal or official. 

It is the Manager's duty to be reasonably informed about the American Disabilities Act 
(ADA). It must be kept in mind at all times in order to maintain compliance with federal 
and state laws. The Ist Floor must be totally accessible to wheelchairs. The Green 
Room restroom must be kept clear of extra tables to stay in compliance. Special ramps, 
videos, or other accommodations must be available in certain situations for employees, 
residents, and guests. The Manager will keep the ADA Coordinator in Administrative 
Services informed about situations relating to ADA at the Governor's House and will also 
contact the ADA Coordinator with any questions. 

Maintain computer records with Windows and Word. This includes computer 
maintenance of deleting documents, creating documents, revising documents, and any 
other needs as instructed by the Governor's Office IT personnel. 

Manager is expected to dress in professional office attire. The State does not contribute 
any funds toward the Manager's attire, since this is not considered a uniform. 

Refer to the House Manual for rurther details on all aspects of the operation of the 
Governor's House. Keep House Manual up-to-date, and always discuss changes with 
Director of Administrative Services to insure compliance. 

It is the duty of the Manager to: review the "First Family personal" versus "State of 
"State of Alaska business" operations of the Governor's House, as they relate to 
expenditures, policies, events, and utilization of staff. This is particularly important to 
assist the Govemor and First Spouse when they are planning to hold an event or make a 
decision affecting the operation of the House-at which time the Govemor and First 
Spouse must decide for themselves whether it should be considered "personal" or 
"official State business." "Personal" situations and expenditures (i.e. babvsitters, birthday 
parties, personal housekeepers or valets, cooks for weekends for personal guests) will be 
handled and paid for by the First Family similar to the way they would be handled as 
private citizens. Meals auctioned ofFby the Govemor and/or First Spouse as donations to 
fundraisers will be paid and handled strictly by them, personally, and will not involve 
House staff. State of Alaska business situations will be handled according to the laws 
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DAILY — MANAGER'S DUTIES 



(2/11/2005) 



WHAT HOW 

First Family (conf d) 

ofthe State of Alaska. Governor's House staff areprimarilyheretomaintainthepublic 
building and furnishings, to assist during official events, and to help the Govemor and/or 
First Spouse as they transition between private and public life throughout their 
Administration. If in doubt, the Manager will discuss with the Director of 
Administrative Services. 



WEEKLY " MANAGER SPUTIES (2/11/2005) 



WHAT HOW 

Calendar Utilizing Outlook software, revise and print First Spouse's schedule for First Spouse, 

Manager's Office, and House staff. 

Staff meeting At least once per week, review schedules, priorities, upcoming functions, organizational 
needs, maintenance needs, staff comments and concerns. 

Staff duties Walk through House and review staff duties lists. Note incomplete duties or duties 
review requiring improvement. Discuss with respectiveemployeein private. Give praise where 

deserved. 

Official functionsReview schedule for upcoming functions. Prepare file and organizational plan, as 
(ineludes special as completely as possible, and submit to First Spouse for any special requests. 
lunches, dinners, -Retain pertinent details on daily Outlook calendar 
and receptions) -Coordinate with organization's coordinator 

-Coordinate with House staff (tableware, table linens, flowers, and 

and written menu suggestion from Chef). 

If initiated by Govemor, prepare invitations and mail or deliver invitations two weeks 
in advance or send e-mail invitation, depending on type of event. Fill-in invitations 
may be utilized if fewer than 50~printed. For 50+, if a formal event, send to printer for 
engraved invitations. 

-Check RSVP recording phone and note all accepted invitations, as well as regrets 
(465-2599). 

-Hire, as needed, and supervise temporaries. If a permanent House employee serves at 
the time as the "Steward," the Steward will supervise the set up, serving, clean-up, and 
the Chef will supervise the kitchen help. Although the Manager is the ultimate 
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WEEKLY - MANAGER'S DUTIES 



(2/11/2005) 



WHAT HOW 

Official functions (cont'd ) 

supervisor of all House staff; the Chef is expected to supervise the kitchen workers 
personally. However, the Chef s supervision does not extend past the kitchen threshold. 
In other words, although the Manager may review and coordinate the dining room set up 
with the Chef, as well as any other area where food might be placed, the area on the 
opposite side of the threshold fiom the kitchen is the sole responsibility of the Manager 
who will make the final decision. 
-Oversee event and assist staff, if necessary. 
-Take pictures for event file. 

-Assist First Spouse as hostess, as needed, with answering door, inviting guests to sign 
guest book, passing out name tags, keeping official count, etc. It is important to 
request a volunteer to answer the door from the group for which the reception is 
being held. This saves on cost of hiring extra temporary hires and frees up the 
Manager to supervise and mingle with guests, as needed. 
-Revise function records for official files. 

Maintenance Quickly check grounds, exterior of House, basement, lst, 2nd, and 3" 1 floors for any 
walk-through any maintenance needs. Pay special attention during wet weather to leaks or clogged 
drains on 3rd floor veranda and basement exterior entries. Identify needs, develop and 
implement necessary action in regard to the management of the facility (repairs to 
equipment, building, painting, carpet cleaning, etc.) 

Recycling Monitor and send newspapers with the employee who next travels to the Valley (Fred 

Meyers) or Foodland. The Housekeepers should bag all newspapers ~no magazines. 



MONTHLY - MANAGER'S DUTIES (2/1 1/2005) 



WHAT HOW 

Liquor closets Check schedule of upcoming events-purchase wine, etc. accordingly. Keep Liquor 
Inventory and set of keys. Identify location for staff key. 

Esterminator PiedPiperiscontractedby D.O.A.tosprayforpestseveryfewmonths. Ifsignsofpests 
appear more often, call Pied Piper to come in immediately. 
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MONTHLY — MANAGER'S DUTIES fcontinued^ (2/11/2005) 



WHAT HOW 



Dishwasfaer Ecolab is contracted by D.O.A. to come in and check dishwasher monthly. Call if needed 
for repair. 

Filing If unable to file as you go, complete filing when First Family is out of town. 



ANNUALLY/or as needed - managers duties (2/11/2005) 



WHAT HOW 

Employees - Evaluate each employee (inchidjng praise and goals) for required annual evaluation, and 
possible raerit increase. (Office of Personnel will forward forms when needed.) Consult 
with First Spouse prior to finalizing. 
- In private meeting, when deserved, compliment employee on quality of work and/or 
discuss problem areas. Regression should be documented for future use, if employee 
does not improve. 
-- Report semi-monthly leave and work hours to Office of Personnel. 

Schedule bleeding of radiators by D.O.A.: see Routine List of Duties and revise this list 
as needed. This should be coordinated to with the Housekeepers so they can clean at 
same time. 

In March, schedule with D.O.A.. or private contractors to complete needed 
maintenance, painting, grounds maintenance, interior/ exterior house 
maintenance/repairs, storm windows (Sept & April) and spring projects (power wash 
veranda, put out veranda furniture, etc), according to Routine list of Duties. 

Check schedules to be sure all items have been completed (Le. bedspreads sent to 
cleaners; curtains washed and ironed; furniture is spot cleaned; drapes are vacuumed; and 
carpets are steam cleaned by "Jet Steam" or "Chem-Dry." 

Check and order necessary paper supplies (i.e. invitations, stationery) from printer. Try 
to pay prior to end of fiscal year. 

End of fiscal year is June 30. All purchases/ expenses pertaining to the current year 
should be submitted to Fiscal by this date. Coordinate and verify with Fiscal. 



Radiators 



Maintenance 



Cleaning 



Supplies 
Fiscal year 
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ANNUALLY/or as neepep - manager's duttes (2/11/2005) 



WHAT HOW 

Garbage In June, review garbage situation and be sure pick up is no more than twice a week 

during summer. 

Veranda In May, call D.O.A. to power wash veranda, prior to placing furniture on veranda for the 

summer. 

Security system In June and beginning of January, schedule systems check with Security to review 
security system and rules with staff. 

Furniture Check for nicks, spots on fumiture and house contents. Discuss any refinishing or 

reupholstering needs with First Spouse. 



Inventories -In June, schedule staff to complete their respective inventories. Govemor's Office 
Administrative Services, Alaska State Museum, and Alaska Art Bank will supply 
respective inventory lists for art and certain house objects. 
-Keep each inventory up-to-date, with clear descriptions for new acquisitions. 

Patio furniture In mid-September, be sure Housekeepers clean, wrap in plastic bags, and store all patio 
cushions in maintenance room, against wali, to the side of upright freezer. Then call 
D.O; A. Garden Crew to remove fumiture and store in their warehouse until next spring. 

Conservatory In mid-November, call D.O.A. to pick up plants, store during the holidays 
plants and bring back after holiday decorations are dismantled. 

SBS meeting In October, hold staff meeting about SBS regulations and changes available during end 
of year only. 

Christmas cards In October, check with First Spouse re: card preferences and contact Govemor's 
Constituent Relations Office to update First Spouse' s Christmas card list and begin the 
card process for the holiday mailing. First Family personal Christmas cards are not to be 
handled by State employees, nor are State funds to be expended. 

Calendars In November, check with all staff and order each one their preferred calendar for the 

upcoming year. 



Piano tuning In November, have piano tuned. 
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ANNUALL Y/or as needed - managers duties (2/1 1/2005) 



WHAT HOW 

Training Review with First Spouse, and schedule, as appropriate, work related training for staff, 

such as telephone etiquette, First AidVCPR; Govemor"s Security; D.O.A. "trouble 
shooting" information training regarding thermostats, House venting system, water pump, 
fire alarm, furnace, generator, breaker boxes, water leak awareness; classes offered for 
State of Alaska employees; and NGA training. 

Christmas Io August, create a preliminary "Organizational Notes" document for planning of the 
Christmas Open House, give copy to the First Spouse for her review, and set date for 
Open House. 

Near the end of August, schedule a planning meeting between: 

-First Spouse , Manager & Housekeepers to discuss interior Christmas decorations. 
-First Spouse, Manager & Chef to review menu. 

-First Spouse, Manager & Grounds Supervisor to discuss exterior Christmas decorations 
(also include plans for next spring) 

-Staff to continue discussing progress during each weekly staff meeting. 
In September, complete the foilowlng: 

-Schedule Jet Steam to clean main floor carpets the week following the Open House, if 
approved by First Spouse. 

-Order Christmas decorations, ribbon, etc., as needed. 

-Call and schedule Open House entertainment. 

-Call and sign up all temporary helpers. 

In October, complete the following for the Open House: 

-make signs for basement & employee areas. 

-call or send sign-up sheets out for volunteers. 

-schedule D.O.A. to instali disabled ramps and prepare for the public (i.e. prevent 
slippery walks) prior to the Open House. 

-enlist two D.O.A. persons to assist with disabled during the Open House. 
-make preliminary media contact with Governor's Office, newspapers, radio and 
television. 
In November: 

-complete I.D. tags for all entertainers, volunteers and paid help to wear during Open 
House and show to Security for entrance to the House, downstairs, and back hall the 
night of the open house, 

-schedule orientation for all volunteers: to distribute all LD. tags, to carefully inform 

them of their time to entertain or to work. 

In December - five days before the Open House: 

--call and confirm all plans with all paid temporary helpers, entertainers and volunteers. 
--arrange for extra garbage pick up the day after the Open House. 
After the Open House: keep detailed record of all arrangements, including written plan 
of decorations. 
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ANNUALLY/OR AS NEEPED - MANAGER'S DUTIES (continued) (2/11/2005) 



WHAT HOW 

Legislative In January, update legislative spouses and aides Iist in computer and ran copies for self 
Session and First Spouse. 

Annual events In addition to special fiinctions held by the First Family, discuss with the First Spouse, 
and if approved, coordinate and organize all Governor's House events. Keep an annual 
Hst of that yeafs events, as well as a separate file for related pictures and paperwork for 
each event. 



F, VERY FOUR YEARS - managers duties 



(2/11/2005) 



WHAT 



HOW 



Archives In December (every 4 years-at the end of each Administration), coordinate with Archive 

Officer at Governor's Office Administrative Services. Check for files in basement 
storage bedroom, 3" 1 floor cedar closet file cabinets, 1* floor back hall closet, and 
Manager's closet and file cabinets. 

Campaigns Manager should be aware and monitor State employees during campaigns. Staff is not 
allo wed to complete any work (including phone calls, thank you letters from Govemor or 
First Spouse, etc.) on behalf of anyone's campaign on State time and/or using State 
equipment or supplies. To receive Faxes is permissible, as this is considered their home. 
Anyone can work on a campaign on their own time on their home personal computer. 

Swearing-in Manager should be aware that coordination of the Swearing-In Ceremonies is 
ceremonies & handled by the Director of Administrative Services. AJI other inaugural events are 
inaugural events handled strictly by the Governor's personal campaign staff/volunteers. Therefore, it is 
the Manager's responsibility to insure that House personnel are not utilized in any way in 
relation to inaugural events, except in regard to the private reception following the 
swearing-in ceremonies, which is usually held at the Governor's House. Most other 
receptions, lunches, and dinners hosted at the Governor's House by the Govemor and 
First Spouse will also be considered "official" if they include guests that the First Family 
would not normally associate with other than as the First Family. 

Immediate issues*Identify the day the Govemor and First Spouse wish to hold the December Open House. 
(following *Schedule time for the First Spouse to Meet with the Executive Residence Manager. 
election results) Residence Manager and Director of Administrative Services to discuss administrative 
matters relating to the House. 
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EVERY FOUR YEARS -- managersputies 



(2/11/2005) 



WHAT HOW 

Immediate issues (cont'd) 

♦Schedule time for the First Spouse to meet with the Exccutive Residence Manager to 
review the First Family's preferences regarding food, sleeping quarters, the Governor's 
House Swearing-In Reeeption, and any other special functions, if any, to be held prior to 
Christmas. 

*Schedule time for the incoming First Spouse to meet with the outgoing First Spouse at 
the House for a tour and to meet House staff. 

Discussion with Manager should discuss all pertinent information with new First Family, including 
incoming all Position Job Descriptions (PDQ's); longevity, salary range and step system for the 

Governor and/ State of Alaska employees; laws, regulations, and policies that might affect the 
or First Spouse Governor's House; personal phone calls; purchasing requirements; disposing of State 
property requirements; ADA compliance and need for employee accommodation, if any; 
Governor's House schedule, according to the needs of the First Family. Manager will 
also supply them with an up-to-date copy of the House Manual. (Also, give special 
attention to Daily: "First Family personal versus business" and Daily: "public 
perception.") 
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GOVERNOR'S HOUSE 

posrnoN description 

(5/20/04) 

EXECUTIVE RBSTDENCE HOUSEKEEPER H 

This "Executive Residence Housekeeper n position (hereinafter referred to as "Housekeeper H") is a full-time, 
totally exempt, Range 10 position, located in Juneau. Normal work week consists of 37.5 hours, 1 1 :00am- 
7;30pm, with occasional 8:30-5:00pm shifts when possible, Monday through Friday, except in the case of 
official dinners, receptions, or official ovemight guests, hours may vary. Depending on the schedule of the 
First Family and Governor's House runctions, an occasional Saturday and/or Sunday may be involved, so 
must be willing to work flexible hours. 

This Housekeeper II position is responsible primarily for the lst and 3rd floors, while sharing many 
duties throughout the House with the House Steward . This position requires a great deal of flexibility 
and a willingness and ability to do whatever needs to be accomplished within the House (including, but 
not limited to, sewing, cooking, serving, laundering, ironing, cleaning of any type, driving, running 
errands, shopping, decorating, and working with historical records). 

The person hired for the Housekeeper n position must have knowledge of procedures, products and 
fabric characteristics for cleaning, repairs, and al terations, as require4 Jggng .gppggj j^^^toFirst 
Family needs. 

which requires a valid Alaska State Driver's License. 

Due to split shifts and the tact that each employee will often be alone in the House, all employees must 
be able to: 

— answer and respond to questions over tiie phone; 

— handle persons or situations at the front door; 

— respond quickly and appropriately, as necessary in case of 
fire, medical, or other emergencies; 

— climb three sets of stairs throughout the work day in order to 
quickly and efificiently complete various tasks; 

— carry items (i.e. cleaning supplies, vacuum cleaners, dishes, 
lightweight boxes, chairs, etc. to a maximum of 25 lbs.) 

See the attached detailed schedule of the Housekeeper II duties. 
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fi ATLY DTJTTES- - - 1 st & 3rd Floors 



HOUSEKEEPER II 
WHAT HOW 

Priority #1 Upon arrival, check with Managcr regarding daily needs/scheduling priorities: 
Check with report maintenance needs, problema, unscheduled or unusual occurrences to Manager. 
Manager & If Housekeeper remained last evening, then report any unusual occurrences or 
House Steward number of persons at last evening's events following Manager's departure. Verbally 
coordinate any shared duties with Ihe Housekeeper I and discuss/clarify any priorities, as 
needed. Assist where needed with household events and projects. Schedule daily tasks 
to fit into House schedule for the day. If House Steward is absent, review House 
Steward's list of duties for items that might take priority over Housekeeper H duties that 
day. When organizing your day with the Manager, special importance must be given to 
completing duties as early in the day as possible that might not later be possible in other 
partsof the House. This often is the case due to additional family members being present 
after work, school, etc. Throughout the day. as each staff person moves from one area of 
the House to anothet, it is helpfal to mention to the Manager the location where you 
might be working if the need arises to flnd you. 

Supervisor}' note; Each employee should complete their ttmesheet on a daily basis, as 
well as any necessary leave requests. All Governor's House staff are accountable to the 
Governor and First Spouse throueh the Governor's House Manager. In close coordination 
with the Manager, the House Steward will train the Housekeeper II in all cleaning duties. 
The House Steward and the Manager, in close coordination, will be the onfy persons to pass 
on training instructions to the Housekeeper II and any temporary hires not assigned to the 
Chef. Housekeepers will coordinate together and with the Manager, to ensure all daily duties j 
are prioritized and completed in an ejficient and timely marmer, according to guidelines 
established by the Governor, First Spouse» and Manager. Ultimate authority and relating 
paperwork remain with the Executive Residence Manager. All staff will continue to be 
informed of events and needs as a whole, and each staff person will continue direct contact 
with the Manager, as needed. 

If it is a function day, coordinate with Manager & House Steward. The usual policy will 
most likely stand: minimum cleaning, if any, and the Dining Room table setup^ etc. will 
be the moming's and/ or early aftc rnooris priority. |^§|||ftf^^ 

coordinate with Housekeeper I & Manager for 
House Steward duties to be absorbed by Housekeeper H. 
Walk through Ist floor to do the following: 

(Unless there has been a storm or obvious problem, the 3 rd floor does not have to be 
checked immediately during this initial walk-tkrough, but can wait until it is time to 
clean that area.) 

(a) take notes regarding supplies needed; 

(b) take notes regarding major maintenance problems needing immediate attention or 
anything out of the ordinary to report to the Manager; 




Priority #3 
walk- through 
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DAILY-HOUSEKEEPER II (continued) 
WHAT HOW 



Priority#3 
Walk-through 



l"/L restroom: 
refrigerator, 
coffee: 
supplies: 

lightbulbs: 



curtains: 
leaks/damage: 

ttght cords: 

lamps: 

telephones: 

garbage: 
cobwebs: 
chandeliers: 
steps & stoops: 



D.K. Chairs: 



(cont'd) 

(c) complete minor maintenance needs in case unexpected guests arrive (replace buraed 
out light bulbs, straighten curtains and cushions, pick up foreign objects, and clear 
Conservatory table or bar. If needed, return to lst Floor for in-depth cleaning 
foUowing 3rd Floor cleaning priorities. 

(d) take notes regarding non-priority items and or deep-cleaning as a reminder to 
complete later when time permits. 

(e) Italicized duties may be completed during the #3 Priority Walk-through. 
Replace towels if used, check Kleenex, check toilet paper for tuli roli. Wipe down, as 
needed. (Refer to Weekly "bathrooms")- 

(beverage) In the House Stewards absence, note types/amounts of beverages needed and 
restock refrigerator. Leave space around edges and at back, so beverages cool properly. 
In the House Stewards absence, replenish the Butier*s Pantry coffee supply and empty 
coffee filters, ifany. 

Replenish supplies, as needed, check Kleenex, toilet paper, soap, cleaners in all rooms. 
If supplies are low in basement storeroom, note that item on the appropriate kitchen 
shopping list and/or research available location and request Chef to purchase. 
Check all light fktures, chandeliers, and security lights for burned out bulbs and note 
wattage & type required. Use Windex wipes to keep bulbs dusted (do not spray or use 
wet wipe on lighted or warm bulbs) and change those you can reach with the appropriate 
shortladderor platform ladder. DOA will change light bulbs too difficult to reach (i.e. 
lights over artwork and bulbs in fixtures with globe covers), after reported to the 
Manager. Check light bulb inventory and add or revise type for each location, if needed. 
Straighten. 

Check for leaks: exterior doors, windows, floors, ceilings, 3 fl. veranda doors & 
drains. 

Check light cords. If dangling, tuck up & out of sight. Secure w/tape, if needed. 

Straighten shades, tighten flnials, turn on lamp to check for burned out bulbs. 

Straighten cords &unwmdiftwisted-cleanentirephone with "409." The 1 81 Floor office 

phone should especially be disinfected following any House event. 

Empty if needed, keep trash liners in bottom of each receptacle. 

Check light fretures, wall/ceiling edges & corners for cobwebs. 

Check crystal chandeliers for grime, film or dust. Otherwise, see "Quarterly." 

Check side door to kitchen, and front door porch area for foreign objects that need 

removal (and inform Manager who will call D.O.A., if needed). If badly needed, sweep 

area in front of doors inside and out and wipe down front door. 

As a general rule, the dining room table will be set for 10 with 2 leaves and centered 

on the table. In case of function or if needed, move extra dining room chairs to the back 

hall (after checking with the Manager-if storage time is less than one day), otherwise 

move chairs to basement Reouest House Steward to assist. If ballroom chairs are 

needed, request Manager to ask D.O.A. Garden Crew to move from D.O.A. storage. 
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DAILY HOUSEKEEPER U (continued) 



WHAT 



HOW 



Priority #3 Walk-through (cont'd) 

arcHc entries: Cheek for foreign objects or necessary cleanup. No chairs or other items will be stored m 

the Conservatory arctic entry at any time. 
bedrooms ¥*fl; priority is to make beds and empty trash, when convenient, but should be completed in 
the morning before 10:00am, unless otherwise arranged. Add towels as a priority on a 
twicc-weekly basis: see "Twice weekly." Add sheets as a priority on a weekly basis: see 
"Weekly." 

Use adhesive roller on sofas and chairs, as needed. FlurYBallroom cushions. 
Summer: check fumiture, barbecue, plants, and floor. As time pennits later, if needed, 
follow instructions under "Daily Duties Veranda" below. 

Check fireplaces for use. If used, retum to clean after completion of all other priority 
duties. Then, clean glass, metal netting, clean out ashes, restock wood (from garage), 
newspaper & matches, and set up for fire according to the Governor's preference. 
As a general rule on function days, time should not be spent on laundry, but discuss with 
Manager, if in doubt. Gather, as needed, First Floor linens and 3 rf floor linens 
(remember to check the chute). Check for spots, damage. House Steward and 
Housekeeper II are responsible for laundry from their respective floors, however, ironing 
should be shared, unless otherwise arranged. House laundry is done most efficiently by 
putting in a load and noting the time, then going about other duties. After the appropriate 
time, check the load in the washer, move it to the dryer and place the next load in the 
washer, and again go about your other duties until the time arrives to check the 
washer/dryer again. This allows each Housekeeper the time to compiete their respective 
loads at a reasonable pace Ihroughout the day, rather than allowing laundry to pile up. 
Any items placed in the Housekeeping area for laundering or ironing are a priority, unless 
otherwise arranged (i.e. cloth hapkins & placemats most likely will not be needed 
immediately). Ironing will be shared with the House Steward, unless otherwise arranged 



fumiture: 
veranda, lsifl: 

fireplaces: 



laundry: 



Ironing 



Deep-Clean 



Phones 



After all priorities (as italicized above) have been completed, then return to these areas 
to deep-clean, as needed. Although this will most likely cause additional trips up and 
down the stairs, splitting priority duties from the deep-cleaning duties is essentially 
necessary during special function days. It may also be necessary in order to accommodate 
the femily with school, appointments or work hours. 

If Manager is unavailable to do so, answer phone, screen calls, and take messages. 
Manager answers phone calls, but if the phone finishes the second ring, House Steward 
is the primary back up and will pick up that line at the start of the 3 ri ring. When 
vacuuming or outside of phone range, Housekeeper II will inform Manager and House 
Steward who will be next backup. The Chef is the last phone backup in everyone's 
absence. 
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DAILY HOUSEKEEPERn(continued) 



WHAT HOW 

Back doorbell Housekeeper II answers the back door. If vacuuming, ask House Steward to cover until 
finished. House Steward is the backup when Housekeeper II is unavailable. 



Front doorbell If Manager and House Steward are unavailable, Housekeeper II is the back up to answer 
front door. If front doorbell rings, House Steward will watch "Front" intercom line. If it 
does not light up, Steward will presume that the Manager is unable to respond; answer 
the intercom, then answer the fiont door. 

Tours Prepare 1 81 Floor for each tour approx. V% hour in advance (straighten, as needed and turn 

on hghts, including Library cabihet lighting). Manager, House Steward and Housekeeper 
H will share the duty of conducting tours. Other staff might be called upon to give brief 
walk-through tour. After tour guests depart, turn off all Hghts turned on prior to the tour. 
Return all fumishings (including podium) to original position. Cookies and GH napkins 
will be given to school tour groups (up through high school seniors) as they depart 
through the door. 

Official guests M official overnight guests: before arrival, turn on refrigerators & test hot water taps, set 
(overnight) up flowers, fruit/snack tray, coffee, if approved by Manager, and check 3rd Floor 
bathroom fans. Daily during official guests* stay: check towels, make beds, take out 
trash, restock refrigerators if needed. Follow 3rd Fl. "Official Guest Checklist." 
(Relatives and personal guests are personally provided for by the First Family.) After 
guests depart: wash all used linens and thoroughly clean all used rooms. 

Limch/dinner For First Family during the normal work week and when official guests are at the House 
(8 or under), set and clear table (also Library and Bar, if needed), and act as server. (The 
Chef will serve dinner when only the Governor and First Spouse are present. 




After guests leave, 

Housekeepers will share clearing table and washing dishes (with the Chef), WSfSIiM 
9M»in»i..r. «Mwmv -* ,IB& ^|^^^j^^J8|. The kitchen must be finished prior to moving 

to clean other areas. If overtime is in effect, the dining areas will be cleared, but no 

cleaning will take place. 

For lunches and dinners (over 8 persons), coordinate with Manager and House Steward 
to share Dining Room table setup, Library beverage setup (possibly to include cloth 
napkins and appetizers); set up wet bar, if needed; make coffee/tea, etc.. The specific 
time that Housekeepers will take their lunch hour will also be coordinated at this time. 
Housekeepers will serve and will clarify each step of serving or clearing with each other 
immediately prior to going into action. 

* As the Primary Server, Housekeeper II is responsible for paying strict attention to 
keeping guests' water glasses filled and coffee reheated with fresh coffee throughout the 
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DAILY HOUSEKEEPER II (continued) 
WHAT HOW 



I should assist with refills, as needed. AftCTguestelwve, 




Lunch/dinner med. House. 
(cont'd) 



Butler s Pantry Check and straighten drawers, cabinets and keep organized, put items left on counter 
away, check candlesticks, salt & peppers, etc. for cleaning, refilling, and storage. 



Special Events Before each fiinction, discuss set-up and serving plans with House Stewardand 
" — « -ti " — j — —i rwr* w 11111111 



jer. 



For larger events, House! 



E will usually setup place 



«--— ^ : set U P teWes ' chairs ' md bar * tf needed i wash dishes, pots, and pans. Serye 
meals when needed. (Dishes: all crystal glasses, including stemware, must be placed in 
the special dishwasher racks, individually slotted for glasses. All china can be washed in 
dishwasher, except the white with red border, all-blue glass dishes if any, and any of the 
16 large gold rim blue & ivory plates (which are displayed on the Dining Room plate 
ledge. Silverware only can be placed in dishwasher, all other silver must be hand 
washed. Sharp knives must not be placed in sinks and must be hand washed.) 

Uniform Housekeepers wear a black smock, black flats, and either loose-fitting black slacks or 

black skirt (no shorter than knee-length) provided by the State of Alaska (& approved 
substitutions). Nylons with skirts and slacks or black socks with slacks should be worn. 

veranda (May) See Yearly Duties. 

(Summer Daily) Staff will place cushions on furniture when needed for special functions 
or a limited number of cushions during nice weather according to the First Lady's 
preference; wipe down cushions and furniture with "409" in a bucket of hot water; use 
"Cinch" or "Windex H to clean off tables; as needed, wipe down barbecue and replace 
cover. If time permits, use hose to water tubs of plants and wash off veranda, otherwise, 
inform Manager (to call D.O.A. Garden Crew) when plants need watering. In late 
aftemoon, unless requested otherwise by First Spouse, store cushions in the veranda 
white plastic boxes and the chaise lounge cushions in the back corner of the front entry 
closet. (September) See Yearly Duties 

End of Day Tum off all unnecessary lightine in 1* Flo^r pubUc areas .^MJfe"^; M^S§ 
Entryway and ^^^onKQQm,^^^^^^^00^^^^^^^^^. 



>tionRoom. 

fv n tv^M/Pin E 1 ITI V/l' ITI lltJU ^ u' -^Trumt- 

. aMr ... Insure that basement doors from 

^r^^ndE^^enan«areato interior of House are locked, window in Housekeeping is 
closed, and lights in Housekeeping are turned off. 
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DAILY HOUSEKEEPERII(continued) 
WHAT HOW 




TWICE-WEEKLY DUTTES- - - lst & 3rd Floor - HOUSEKEEPER II 
WHAT HOW 

bedrooms Tuesday & Friday (or twice per week depending on House schedule) change and launder 

towels. (Otherwise, straighten daily.) 



WEEKLY DOTIES - - - Ut A 3rd Floor - HOUSEKEEPER H 
WHAT HOW 

Bedrooms Wednesday (or once per week, depending on House schedule) change and launder 
& Baths sheets, and make all beds, in use; thoroughly clean all bedrooms, including dusting and 

3 rt Floor: vacuuming; clean and disinfect all bathrooms. l st &3 rd floor laundry shouldbedropped 

down the laundry chute to be laundered in the basement 2™ 1 floor washer and dryer is for 
the First Family's use only. Run all bathroom glasses through dishwasher. 3 1 * 1 Floor 
vanities use 40 watt light bulbs. Ceilings use 60 watt light bulbs. 

wind clocks 1* day of the week: wind Reception mantel & grandfather clock to correct time. 

l" Floor Straighten, dust, and clean equipment with ammonia-free cleaner), disinfect 

Mgr's Office telephone and bathroom (change towels and check paper). Empty trash (should be 
checked daily).and vacuum, if needed. Check with Manager prior to doing so, since it 
might be necessary to carefully pick up stacks of paper and replace them in same rashion 
in order to clean desk and equipment. 

WEEKLY-HOUSEKEEPER (continued) 



WHAT 



Cleaning and 
Mainteoance 



HOW 



During the week, note items on a list that need attention. Meet with the Manager 
and House Steward to prioritize and set a schedule for completing those items. Pay 
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Notes 



special attention to items not cleaned weekly, such as brass on window fixtures, to be 
sure they are cleaned more often, if needed. 



3rd floor * dust all surfaces, picture frames, lamps, rurnirure, plants, moldings, window ledges, 

wali ledges and edging. 

* polish mirrors and all chrome/metal surfaces. 

* if no guests, clean toilets on 3rd floor, including walls surrounding toilets. 

* if guests, thoroughly clean bathrooms. 

* clean glass top tables with Windex. 

* vacuum 

Back staircase Dust railings and areas between rails with damp Murphy's Soapcloth. Vacuum back l rt 
floor hallway and steps all the way to the top of the 3 floor staircase. 



Doors 

Veranda 
(Ist Floor) 

Marble 
Shopping 



Wipe down front and side doors inside and otit with "409"--especiaUy where people put 
theirhands; outside doors: check and clean-- doorjambs, too. 

During winter, check for any special needs— sweep with big broom, if needed. If 
veranda needs cleaning (with tan rubber-type cover, power wash might damage, so 
soapy water and brushes might be substituted), inform Manager who will call D.O.A. 

Clean and polish marble surfaces with marble polish, Pledge or use damp cloth. 




Secretary in Check, organize, replace pen, and clean inside area and phone "with disinfectant" 
Conservatory periodically. Unopened red wine kept in the bottom area or in basement wine closet; 
open red to kitehen; white either to wine closet or wine refrigerator. 



Vacuum Empty bags and clean out front roller to free from hair, dust and other items that 

Cleaners clog the machine and prevent it from working efficiently. 



Housekeeper II 
Page 8 of 12 



PRA_GSP01_0011657 



MONTHLY PUTTES- - - l rt & 3* Floor 



HOUSEKEEPERII 



WHAT 
Brass 



Painted areas 
Porches/doors 
Silver cabinet 

Silverware 



Verandas/ 
doors 



Refrigerators 
Windows 



Tile floors 
& Walls 



Polish with "Copper Brite:" 
Samovar (01 Nev-R-Dull) 
Brass trash cans 
Wheels on coffee cart 
Brass Lamps 
Window locks 



HOW 

Polish with "Nev-R-Dull:" 
Fireplace tools 
Candle holders 
Brass planters 

Chandeliers (or Copper Brite) 
Furniture handles & hinges 
AU door plates, knobs, hinges 
Bathrooms: (brass in sinks, tubs, rails) 
Conservatory: hinges sink, edging 
Pen Holder on any Guest Bedroom Desks 



Submit paint touch-up needs list made during daily cleaning to Manager to call D.O.A. 
if touch-ups have not been completed. Remove paint from where it doesn't belong. 

Clean out inside porch ofif Conservatory. Clean front door, back doors on the outside 
with "409;" sweep outside doors, if needed badly, or ask Manager to call D.O.A. 

In coordination with House Steward, polish contents of silver cabinet using "silver 
polishing gloves" as needed; and "silver polish cream" for major polishing; dust 
interior. 

In coordination with House Steward, polish using "silver polish cream," straighten and 
wash out drawers. (inventory in June). Check salt & pepper shakers, polish & refiU. 

Check 3rd floor verandas for leaves-clean to prevent clogs and overflow. Clean both 
sides of doors. Straighten black mats, if needed. If mats are badly blown or missing, 
inform Manager who will contact D.O.A. 

Check and defrost/clean small refrigerators on 3rd floor, if needed. 

Using "Windex" or "Cinch," clean inside windows rotating room by room throughout 
the year (DOA does exteriors when they do storm windows). 

If grout needs recoating, ask Manager to call D.O.A. to apply "White 

Tile Guard," when necessary. Thenletstand24hoursbefore wipingorT. ("White Tile 

Guard" is made by Tile Care Product, Inc., Hamel, MN) 
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OUARTERLY PUTIES- ■ ■ lst & 3rd Floor 

HOUSEKEEPERII 



WHAT 

Cabinets 

Caulk 



Chandeliers/ 
Light fiitures 



Closets 

Drawers 

Exterminator 

Furniture 

Carpets 

Hardwood 

Hinges 
Tile counters 

Conservatory 



HOW 

Clean inside cabinets using "Murphy's Soap:" lst & 3rd Floor. 

Check caulking in all areas in l 8t and 3" 1 Floor bathrooms, and request Manager to call 
D.O.A. to caulk, as needed. 

Clean and polish Dining Room, Conservatory, Library, Ballroom, Reception Hall, 
l !t Floor Office and any other fixtures on the 1 81 and 3* Floors using "Sparkle Plenty" on 
the crystals (or Windex wipes) and "Nev-R-Dull" on the brass. Crystals must be 
reexamined to be sure no film or spots remain. 

Check closets, clean out and keep organized (according to First Spouse's preferences): 
3rd floor bedrooms, linen closets, supply closets and cedar closet; and 1 81 Floor closets. 

Clean out, straighten & wash with "Murphy's Soap." 

If pests appear, inform Manager who will contact D.O.A./Pied Piper. 

Spot clean w/upholstery cleaner brush upholstery lightly, vacuum thoroughly. If silk-like 
fabric, try Shout wipe, rather than spray or large amount of liquid. 

Coordinate with Manager, when needed, to call Chem Dry to shampoo back stairs 
between basement-1 st, 1 st-2nd and 2nd-3rd floors; and basement, and 3rd Floor carpets. 

Move furniture, damp mop floors using "Murphy's Soap." Rotate small rugs. Do not 
use Murphy's spray on floors. Either mop or rag may be used, but it is essential that the 
dirty bucket of water is changed periodically to allow for a clean floor upon completion. 

As needed, clean paint & dirt off hinges, and polish. 

Clean tile in bathrooms using "409" or an "Orange Clean, M caulk & seal with "Tub & 
Tile Sealant," as needed. 

Check, organize and clean periodically. Restock, as needed. (Sodas and juices to be 
stored only in beverage refrigerator and basement storeroom.) Red wine to be kept only 
in Conservatory secretary (bottom door) and white wine to be kept only in the wine 
refrigerator in Dishwasher Room (or either may be stored in the appropriate basement 
wine closet). 
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SEMIANNUAL MJTIES- --lst&3rd Floor 



HOUSEKEEPERII 

WHAT HOW 

Kitchen Chef deep cleans all surface areas (range, shelves, stove, grill, counter tops); 

cabinets, drawers, floors, wood trim, windows, sills, and walls. Windows & curtains 
are maintained by Housekeepers. 



ANNUAL PUTIES- - -lst&3rd Floor 



HOUSEKEEPER II 



WHAT 

Veranda 
1* Floor 



Butler's Pantry 

Drapes 

Linens 



Spring 
Cleaning 

Storm 
Windows 



Tile walls 



HOW 

(May) Discuss annual deck cleaning with Manager who will caii D.O.A. Garden Crew 
to set out wrought iron furniture and white plastic storage boxes; and to hang the privacy 
screen on the inside, of the veranda railings (approx. May 15). 
(September) Request Manager to call D.O.A. to remove and store the furniture and the 
privacy screen. Then clean and store "DRY" cushions in large green plastic bags (from 
D.O.A. and give to D.O.A. for storage). 

(June) With House Steward, wash contents, wipe out interior of cabinets with "Murphy's 
Soap," inventory (copy Inventory sheets stored in Manager's closet in black binder). 

Vacuum drapes and curtains; wash every two years, but ONLY after discussion with 
Manager. Send draperies to cleaner after discussion with Manager only. 

With House Steward, inventory, and assess linens for repairs/replacement. Send 
bedspreads to the cleaners; sort and label all sheets and store on appropriate floor where 
they are used. Post on list in the two laundry rooms, and 3rd floor supply closet. 

Drapes, carpets, radiators, rotate carpets (DOA assists withrotating carpets & will bleed 
radiators when helping to move them for cleaning). 

D.O.A. installs (approx. Sept. 30) according to storm window inventory list After 
they are finished, check window ledges for spot cleaning where they worked inside. 
DOA removes approx. May 1*. Also, see "window washing." 

Clean all tile walls using "409" or "Orange Clean." 
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ANNUAL DUTIES- - - HOIJSEKEEPER II (contumetf) 



WHAT HOW 

Walls Use "Murphy's Soap" in bucket and/or "409" to wipe down wallpaper and wash glossy 

walls. Inspect wallpaper carefuily for gouges, tears, separations. Re-glue to wali, as 
repair needs are located. Ali Library cabinets & wood can be cleaned/polished with 
Pledge. NOTE: Be sure to use cloth gloves to move 1/2 shelf of museum artifacts at a 
time, clean that 1/2 shelf with Pledge and return those items to original location on that 
1/2 shelf before going to the other portions of the shelves. 

C e dar CIoset/3 111 Wash window, floor & curtains (when Family is gone) after scheduling with Manager. 
Linen Closet/3" 1 Keep supplies stocked, clean and organized. 

Furniture Check for scratches and use the "Scratch Remover Stick" (or product that produces the 

same results) to help cover. Polish all furniture, let it dry for the appropriate amount of 
time, then wipe off well. 

Christmas (September-December) Assist in kitchen with Christmas Open House food preparation, 
as needed. Coordinate with Manager to assist with decorating and dismantling of 
decorations during the Holidays. Before storing boxes, each staff person will reconfirm 
that each box is properly labeled as to where it was used in the decoration scheme. 
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